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Preface

Secretarial Technology/Office Technology Supplementary Units are a Special Needs curriculum
project sponsored by the Missouri Department of Elementary and Secondary Education, Vocational
Special Needs Education. The purpose of this project is to provide supplementary materials for special
needs students who are enrolled in regular secretarial and office techndogy courses.

The special needs units should facilitate the mainstreaming of students with a wide variety
of handicapping and disadvantaged conditions. These units are self-paced and contain simplified line
drawings, controlled text, vocabulary development, and math practice exercises. Each unit is color-
coded as follows:

White: Introduction, Objectives, and Student Assessment - This page presents unit and
specific objectives which the student must meet to successfully complete the unit.
The introduction contains a brief motivational statement describing the purpose and
content of the unit. Student Assessment allows the student to determine whether to
study the material in this unit or take the unit exam.

Salmon. Terms and Equipment This.section introduces new terms and equipment necessary
for the student to understand and perform the tasks shown in the unit.

Canary. Steps of Procedure This presents a verbal and illustrated step-by-step explanation of
a given skill or task.

Green. Skill Sheets These pages provide paper and pencil exercises to develop and reinforce
the math skills necessary to perform the procedures in the unit.

Blue. Activity Sheets Various activities are presented to increase student involvement and
provide extra practice in performing the procedures.

Pink: Unit Review and Performance Checklist These sheets are used by the instructor to
evaluate student performance. Different forms of review, including identification,
matching, multiple-choice, and short answer exercises, are provided.

Curriculum material 7as developed as hands-on procedural materials for the special needs
student and as a resource and guideline to assist the instructor. Responsibility of the instructor will
be to adapt the material to suit a particular teaching/learning situation. This material can provide
a basis for a variety of uses in a variety of special !earning situations.

Instructor's information, located in the front of the book, contains note: to the instructor,
helpful resources, and answer keys.
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General Notes to the Instructor
Step 1: Read through the information in each unit before presenting it to the student.

Step 2: Make sure all equipment to be used in each unit is available.

Step 3: Prepare any handouts, visuals, or supplemental material to aid student learning
activities.

Step 4: Provide student with Introduction page.

Step 5: Discuss tasks on Introduction page and give directions for completing the Are You
Ready section.

Step 6: Have student complete Introduction page

Step 7: If student elects to complete the Unit Review and Performance Checklist and does so
to your satisfaction, have student proceed to the next unit If student does not wish
to do the exercises, proceed to the next step.

Step 8: Discuss the Introduction page information with the student. At t., s time you can also
discuss the Terms and EqUipment lists.

Step 9: Provide student with Steps of Procedure section.

Step 1C: Select a means to present the Steps of Procedure. (This will depend upon the
capabilities of the student.)
a. Have student study information independently,
b. Go through the Steps of Procedure individually or as a group.
c. Go though the material as a group, then have students work independently.

Step 11: Instructor can demonstrate procedures to the student or class.

Step 12. Allow student time to practice the procedure. Individual judgement by the instructor
will determine proper amount of time.

Step 13. Have student complete all Skill Sheets for the unit. Skill Sheets reinforce skills
necessary to perform the procedures in the unit and may also be used as a self-
evaluation by the student and as points of discussion for the class.

Step 14: Complete any applicable activities listed on the Acitivity Sheets.

Step 15. When student is ready, use the Unit Review and Performance Checklist to evaluate
student's performance for that unit.

Additional Suggestions
Try a team approach when possible:

-Feginning students can work together after instructor's demonstrations.
-One student experienced with the procedure can work with a beginner.

For non-readers or ESL students, audio-visuals of the lessons can be prepared.
Review equipment with students whenever necessary.
Exercises can be used as a pencil and paper exercise or in any way instructor feels will help to clarify
the material.
Additional modifications can be made to take care of other disadvantaged/handicapped conditions unique
to your situation.
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Special Needs Follow-Up Questionnaire

Staff members, writers, and advisors have worked to make these instructional materials easy to use
and ez.lsv to read. We welcome your input in the form of suggestions and/or corrections. Please return
this questionnaire with your comments to:

Special Needs Editor
Instructional Materials Laboratory
10 Industrial Education Building
University of Missouri-Columbia

Columbia, Missouri 65211

Thank you for your time and consideration.

Supplementary Units for

Secretarial Technology/Office Technology

My overall rating of this publication is:

0 Excellent 0 Very Good 0 Good 0 Fair 0 Poor

I would suggest that to improve the materials, IML should:

Other Comments.

OPTIONAL

Name.

Address.



Secretarial Technology/Office Technology

Class Progress Chart

(J)rt
C
CI.
(I)

rt
Ci

()
g)

WHAT THE STUDENT CAN DO

Demonstrate Jobkeeping Skills

Use Proofreaders' Marks

Type Letters

Type Tables

Demonstrate Telephone
Techniques

Use Basic Business Math

Perform Banking Duties

Process Incoming Mail

Process Outgoing Mail

Make Decisions and Organize
Work

Instructor's Signature/Date
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Clerical/Secreranal Supplementary Units

Job Keeping

Job Keeping
Skill Sheet 1

What Skiii7 are Required for Employment?

A survey of Help Wanted Ads from the February 2. 1986. editions of the St. Louis Post
Dispatch, yields some important information. The ads revealed that employers seek
employees who possess office knowledge and skills. Further, the ads reveal that employers
seek employees who possess desirable personal traits.

The ads in the survey included entry-level clerical and secretarial positions. The skills, listed
in random order, included the following:

1. typing 10.
2. shorthand 11.
3. office procedures 12.
4. spelling 13.
5. grammar 14.
6. telephone skills 15.
7. filing 16.
8. data entry 17.
9. record keeping 18.

word processing
transcribing
greeting public
processing business forms
calculator
processing mail
proofreading
interpersonal skills
communication skills

Some of the desirable personal traits requested are shown in random order in the following
list.

1, neat 9.
2. accurate 10.
3. friendly 11.
4. tactful 12.
5. personable 13.
6. energetic 14.
7. attractive 15.
8. mature 16.

Why Do Teen-agers Lose Jobs?

well organized
self starter
reliable
stable
pleasant phone voice
able to grasp instructions
able to work alone, unsupervised
positive attitude

This question is answered in the March 1984 edition of Tomorrow's Business Leader.
Employees think they lose jobs because they lacked experience or training. Employers,
however, indicate that teenagers lose jobs primarily because of absenteeism, tardiness,
and inability to get along with other workers.

12

Activities

List the business skills you have mastered.

i AitsItu.e tS.....44./..g_ /Amy- _
2

3.

4

5

6

7

8

9

10.

List several personal traits you feel best describe you. (You may be able to think of other
traits in addition to the ones listed above.)

1 An g;!.) ers will vary.
2

3

4

5.

6

7

8
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Job Keeping

Job Keeping
Skill Sheet 2

For the purposes of this activity sheet, networking moans using the knowledge of
acquaintances to help in getting a job or to advance from one job to the next An examele
of networking is applying for a position that a member of your family told you about In
addition to family members, your network can include teachers, friends, employers, and
other contacts in industry.

A very important part of the structure of networking is reputation. it a member of
network knows of a position for which you are qualified, he or she will be anxious to tell
you about the position and will be happy to serve as a reference. It would be an error to
recommend a friend for a position just because he or she is a friend. If the friend does
not do well on the job, the network members reputation with the employer will be damaged.

Another important thing to remember about networking is to keep the network operating.
Keep in touch with members of your network. For example, teachers or placement personnel
often learn of vacancies throughout the year, not just in April -July when many graduates
are looking for initial employment. These important people in our networks should be
informed as to whether graduates are still looking for positions or whether graduates are
looking for advancement. The same advice applies to present supervisors. Don't forget to
let them know that you are interested in advancements.

Finally, it is important to keep adding members to your networking list. You must take
the initiative in introducing yourself to people who can help you advance to other positions.

Activities

1. List the persons in your present network.

a. A slsert well Vary,
b.

c.

d.

e.

2. List the ways you plan to keep your network members informed about your
employment status.

a. II moe_rs w;11 vavy.
b.

c.

3. Case Study
YOU work in the mail room of a large corporation. You would like to be
promoted to a position in the shippinglreceiving department. Discuss the steps
You would take to add a new member to your network who could help you
obtain the promotion

Answers will vary. Concepts that could be included are:

a. Let your present supervisor know that you are willing to try
for advancements. Supervisors can be very good sources of
information, can put in a good word when the opportunity is
available, and can introduce you to the right people.

b. Follow up on introductions. Arrange a meeting with the
contact person. Talk about your desire and qualifications
for working for that department.

C4



Clerical/Secretanal Supplementary Units

Job Keeping

Job Keeping
Skill Sheet 3

Setting goals helps students maintain a positive attitude throughout their school years.
When we remember that we want to get an entrlc ,-,1 clericaUsecretarial job after
graduation, this keeps us motivated.

In order to reach goals, students should set objectives. Objectives are steps which are taken
to reach goals. Examples of objectives are to use effective telephone techniques, to prepare
a resume, and to compose a letter of application.

The following paragraph from the 1984-85 Occupational Outlook Handbook defines the
job entitled "Order Clerk."

Process orders for material or merchandise from customers or
establishment employees. Inform customers of receipt or orders, prices.
shipping dates, delays, or additional information needed on the orders.
May route orders to departments for filling and follow up on orders to

CM insure prompt delivery. May be designated according to method of
receiving orders, such as Mail-Order Clerk or Telephone-Order Clerk, or
according to type of order handled, such as Back-Order Clerk.

An appropriate goal could be written as follows: To obtain the position of Order Clerk.
Some appropriate objectives might include the following statements.

I will be able to:

(a) proofread business forms for missing details,
(bl operate an electronic calculator,
(C) make outgoing telephone calls,
(d) fill out a routing slip, and
(el compare business forms with incoming deliveries

It is important to remember to set new goals. Getting that first job is not the end of goals
Advancing to jobs which have more responsibilities and better salaries is important in keeping
a positive outlook on life.

i6

Activities

1.

2.

Write a goal statement for a position(s) for which you are training.

AitswelAs tAilli vary.
Write three objectives for the position(s) in Question 1.

a.

b.

c.

--al1.,5142.e.t.,t_w_iil __/01-1,

3 Compare the following job definitions from the 1984-85 Occupational Outlook
Handbook. Underline the new skills in the advanced position. Then write a goal
and three objectives for the advanced position.

File Clerk

File correspondence, cards, invoices.
receipts, and other records in
alphabetical or numerical order, or
according to the filing system used.
Locate and remove material from file
when requested. May be required to
classify and file new material.

Write a goal.

-ro- 0 tytef, A the pasWion 4T superillsor of lie likmdp olerartsfeid'
List three objectives.

a r,nryfek, a coil esE ;14 ierwsamile 01 Mekto P. knem'i
b j,..ea i

C 2 I , ,

Clerical Supervisors, Office or Plant

Supervise and coordinate activities of
workers engaged chiefly in one type of
clerical function such as typing, filing,
bookkeeping, tabulating data. etc May
assume responsibility for completion of
work assignments by clerical force being
supervised and for the accuracy of
completed assignments.

proceda. es
(A 2ecome. thopotty 4.0t:/,al" MA egyoloyeeis manna /,
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Clerical/Secretarial Supplementary Units

Job Keeping

Job Keeping
Activity Sheet 1

The ability to attract people to you is achieved by good interpersonal skills. The skills involve
a positive self-image, good personality traits, and a neat physical appearance While a
comprehensive discussion of interpersonal skills can fill several books, the next three
paragraphs are presented to help you in the role.playing activities that follow.

Developing a Postive SelfImage

Throughout our lives we see people we want to pattern our behavior after. For example,
we might think to ourselves. "Gee, I wish I could type as fast as what s her name. A negative
self-image can lead to feelings of jealously or cause us to just accept whatever life brings
our way A positive self-image helps ,Js remember that we are worthy individuals and to
try to make the best of what we have. We also need to believe that most people are
trustworthy and will accept us as we are.

Developing Good Personality Traits

Personality traits can be thought of as good habits. For example, teenagers become reliable
by practicing being on time for classes and by having their homework ready for class
Undesirable traits turn people off and cause them to not want to ,-.3ve anything to do
with us Examples of undesirable traits include always complaining abcut something,
sloppiness, and constantly making excuses.

Maintaining A Desirable Physical Appearance

An attractive outward appearance depends on feeling good inside as well as looking good
on the outside. When we feel good about ourselves, we usually stand or sit erect with our
heads up. Good posture, in turn, makes our body work better, and we feel better. Therefore.
we can get more work done. People think we are more energetic and friendly. When we
look good on the outside, that makes us feel better and gives us confidence in meeting
and working with others.

8

Role.playing Activities

Situation 1:
You have to stop on your way to work this morning to have air put into your left front
tire You arrive at work later than normal and have to drive around a few extra minute:
to find a parking spot So you arrive on your floor of the office building realizing that you
are late for work You rush into the office pausing only to say, "Excuse me," to two people
standing in your way. You plop into your chair, exhale, and look up to see your supervisor
standing there with the new employee for your department You suddenly realize that
you went past them without a greeting (such as, good morning), without saying the
supervisor's name (Mrs Ford). and without your usual smile. You feel a great distance opening
up between you and your supervisor How can you regain a "comfortable" feeling?

Points to bring out in role-playing activity:

The point of view of each person should be considered. The
supervisor needs reinforcement. She wants to be treated as an
individual who is accepted by all the workers. She also wants
the respect of her subordinates. The new worker needs to feel
secuze--that friendly, helpful people work here. The late
employee could apologize briefly without a lot of complaining or
making excuses.

Situation 2:
rciu work in the billing department now. However, you have been taking night courses in
word processing During your afternoon break yesterday, you finally got up enough courage
to make the acquaintance of Sally who works in word processing. Sally calls today and invites
you to walk to a local restaurant for lunch. It is warm outside. You are keeping your blazer
on today since you didn't have time to press your blouse. You make some excuse about
not feeling well and decline Sally's offer. After you hang up, you wonder whether Sally will
call again since you rejected her offer If you could relive these past two minutes. would
you accept the offer?

Points to bring out in role-playing activity:

Bein unsure of how we look can cause us to be overly cautious in
our dealings with others. We have to feel good about ourselves
before we can really have good communications. Anything that
shuts off communications must be eliminated or the communications
will cease.

Situation 3:
Peggy's desk is across from yours. Peggy has recently developed a new habit that annoys
you. You have tried to stop speaking to her hoping that she would take the hint She thinks
you are just being mean to her. You both like your jobs very much and both want to stay
in the department How can you begin to let Peggy know how you feel,

Points to bring out in role-playing activity:

The person must be separated from the behavior. It is the
behavior that is not liked. Start communicating again. There
are two alternative directions.

1. Be straightforward. Ask Peggy to do what you want. Be
ready to explain the benefits that Peggy will gain.

2. If you find you cannot ask Peggy to stop the ilehavior, try
to change to tolerating the behavior.

101
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Job Keeping Skills

Job Keeping Skills
Unit Review

Directions: Provide answers fo the following questions.

1. Indicate whether the following terms are (B) business skills or (P) personal traits

a. dependability
by writing the correctrietter in each blank.

b. typing rate of 50 wpm _B__
c. spell medical terms
d. transcribe medical reports 2--
e. sensitivity r
f. insincere praise

2. Indicate whether the following concepts are positive (attracting) interpersonal
factors or negative (repulsing) interpersonal factors by circling the correct
letter.
a.

b.
c.

d.
e.
f,

trusting others
losing one's temper
talking too loudly
breaking promises
suggesting alternatives
embarrassing others

3. What is networking?

Aur WOr d 1a aSi r ah.r

a. Choose one of the following ads. Write a goal and three objectives.
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Proofreading

Proofreading
Skill Sheet

Directions: Match the proofreaders' marks to their meanings by writing the letter for the
correct meaning in the space next to the proofreaders* mark.

1 C delete
±_ 2 _57 b. close up

3 \--/Th c. move right
4 /*\ d. move left

_A__ 5 e. move
__C___ 6 = f. reverse (transpose)
_IL 7 C g. insert (add)

e 8 h. run in (no paragraph)

Directions. Write the correct proofreaders' mark in each space provided below.

441 1 /oc ge.

2 12'-

3

4.

s. &tat

6. __Q_
7.

8. _17._

lower case (do not capitalize)
upper case (capitalize)

insert a space

start a new paragraph
do not change
spell out (do not abbreviate)
single space

double space

Igiswer Key - Skill Sheet 2

HAPPY MOMENTS WITH SVEN ANDREW

We often enjoy time spent with little children because they are so

natural. For example, when Sven Andrew was abcut three years old, he stayed

in the bathroom for a while longer than usual. (Little ones love to play

with the paper in the bathroom.) I thought to myself, he is just pulling

paper off. For once I'll let him pull off paper to his heart's desire. One

roll can't hurt. But soon he came into the kitchen. He had on pajamas that

covered him from shoulders to toes. There seemed to be quite a bundle

inside hi; pajamas. "Look, Mommie," he said. "See my cottontail. I'm a

bunny:"

When Sven Andrew was about four years old, he watched very quietly one

day as I shelled pecans. This time I "accidently" let one shelled half get

close to him hoping that he would pick it up, examine it, and ask questions.

He surprised me. He popped It into his mouth and began chewing before I had

cleaned the hully matter between the ridges. Quickly he spit out the morsel

exclaiming, "Morale, Hommie, there's a skunk in my mouth!"

keen Sven was in the first grade, he brought home a pamphlet about

plants. Sven had not read through the entire pamphlet. I was reading it

over and said, "Sven it says here that if you put a sweet potato in water,

you get lots of leaves." I read a little farther. "Sven, it says here

that if you put a pineapple in water, it..." "Don't tell me," he said,

indicating by his tone that he didn't want to be disturbed further from Wc

toys. "You get a pine tree."
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Proofreading

Proofreading
Skill Sheet 3

Directions: Use proofreaders' marks to show the correct usage and/or spacing before and
after the special keys used In the following sentences If a sentence is correct, place a "C"
in the answer blank provided. Check your work with the answer key, Then, type all the
sentences in correct form on a sheet of paper.

Hyphens
1. Most calls should be placed on a station cp3tation basis.

2. Each is staffed by factorxf)trained people who know our calculators

3. Each letter will Include a two- to threepage brochure.

Telephone Numbers - -
4. -If you have a question about our pnAuct. r.:41 us at 1A8004222.1000.

5. Her telephone number is(30A9.2301.A A

Money

6. Enclosed Is our check for 577jr:payment of your fee.

7. The price will Increase from 30 cents to 42 cents.

8. The prices ranged from C95 to 51.09 per ounce.

Quotations
9. He said, "That is alf,71

10. The assignment was to read the chapter entitl kin Care."

C-

Percent
11. We pride ourselves on helping our clients cut costs by 40 percent.

1980 1985 Percent of
County Census Census Increase
Bloomfield 200,000 250,000 25%
Appleton 100,000 110,000 101,
Sweeton 300,000 300,000 0 To

Number and Symbol Sign
13, Unit

Quantity Description 1c

e reams 20 bond paper
P2r.25e Total

18.00
16 ditto paper6 reams 1,25 7.50

14. Our model No.518 delivers up to 150 copies per minute.



Clerical/Secretanal Supplementary Units

Proofreading
KEY

Proofreading
Skill Sheet 3

Directions: Use pr 'readers' marks to show the correct usage and/or spacing before and
after the special keys used in the following sentences. If a sentence is correct, place a C
in the answer blank provided. Check your work with the answer key. Then, type all the
sentences in correct form on a sheet of paper.

Hyphens

1. Most calls should be placed on a statiorattiXstation basis.

2. Each is staffed by factory:rained people who know our calculators.

3. Each letter will include a two to threepage brochure.

Telephone Numbers

4. If you have a question aboutlour product, call us at 1A800;222.1000.

5. Her telephone number 15(307489.2301.

Money

(0 6. Enclosed is our check for $7764 payment of your fee.

7. The price will increase from 30 cents to 42 cents.

8. The prices ranged from $:;.95 to $1.09 per ounce.

Quotations
9. He said, "That is alio)

10. The assignment was to read the chapter entitle kin Care."

Percent
11. We pride ourselves on helping our clients cut costs by 40 percent.

County
Bloomfield
Appleton
Sweeton

1980
Census

200,000
100,000
300,000

1985 Percent of
Census Increase
250,000 25%
110,000 10 %
300,000 0 7o

Number and Symbol Sign
13. Unit

Quantity Description Price Total
8 reams 20 bond paper 2.25 18.00
6 reams 16-,- ditto paper 1.25 7.50

14. Our model No.
A
118 delivers up to 150 copies per minute.

06

G

G

C.

ClencallSecretarial Supplementary Units

Proofreading

Proofreading
Skill Sheet 4

Directions. Below you wW find a list of products that appeared in a catalog A purchase
order nas been prepared to request some of the products. Proofread the purchase order
to make sure it has been prepared correctly. Use proofreaders marks to correct any errors
that you find on the purchase order.

OFFICE SUPPLY CATALOG

Removable Transparent Tape
B30.591. 1" wide tape
B30.590, 3/4" wide tape

Book Tape
B30.420,1 1/2" wide
B30.421, 2" wide

Masking Tape
B36.305. 1/4" wide
B36.307.'/" wide

S5.75 ea.
S4.35 ea.

S3.00 ea. S2.90 ea. for 6 or more
S3.99 ea. S3.89 ea. for 6 or more

S1.15 ea. S1.10 ea, for 12 or more
$1.51 ea. S1.45 ea, for 12 or more

PURCHASE ORDER

Quantity Description , Unit Price Total

5 830A91 removable transparent 5.75 28.7P
314pa, 1" wide

6 ppitt20 book tape, 1 1/2" wide 17.40
1 330-421 book tape, 2" wide 3.99 5701

12 B36-305 masking tape, 1/8" wide 141 13.20
10 B36-307 masking tape, 1/2" wide

1.4
151

2.7

4



Clerical/Secretarial Supplementary Units

Proofreading

Proofreading
Skill Sheet 5

Directions: For each of the situations described below, tell what type of reference could
be used to find the needed information. Some items may have more than one correct
answer.

Possible answers include:
dictionary
word book (quick reference)
grammar/style book

1. To check the spelling of a word
ci(c.i-loKom j it r)rit_ hnn lc

2. To find out the correct way to use a comma in a sentence
that lists several items

jc_n
vurAue /style book

3. To find out how to divide a word at the end of a line
rnehnhAry, rilornt beck

4. To find out what a word means
diet; °Kari

5. To find the correct way to use quotation marks
5 en I1 P/K11 IP. hlnk

6. To find another word with the same meaning
Gt;ci:nkney

7. To find out whether a word is an adjective or an adverb
dici";nvnry

8. To find out when to use italics
anlimmay-is-1-3 le. 11.10 k

9. To decide whether to use a dast or a colon
im.r.o.yskavisbler boo

10. To find how to spell the plural form of a word
lef;

Clerical/Secretarial Supplementary Units

Proofreading
Proofreading

Activity Sheet 'I

Directions. Use a dictionary, word book, or grammar/style handbook as indicated to answer
the following questions.

1 Use a word book (quick reference) for spelling and word division to find the
correct way to divide these words.
Example: difficulty difficulty

population pap onh
eventually 142.lieln--fu..- 0_ Jig
recognizable r e 03- pv12. -
advantageous ei.skice.n- +.- ftts-s

2. Use a word book (quick reference) for spelling and word division to correct the
spelling of these words.
Example: difikulty difficulty ,

expediant e xreci exl"
refered rpi.terreti
conceed cnttee
developement ettP e l Orterlft?+

3. Use a dictionary to find the correct way to spell the plurals of these words.
Example: difficulty difficulties

tomato ifinvect n e s
motherinlaw - I o.u)
crisis tsrlses
alumnus a l u_nk

4. Use a grammar/style handbook to find the information requested.
What is the abbreviation for "trademark'?

7244
What is the abbreviation for "Master of Education"?

M. E.(.
Are the names of the seasons capitalized?

vi o (leis are pern44ied )
What is the rule for expressing amounts of money that include mixed amounts
of dollars and cents?

-1-Le j Sitmew Ajiiires 6a0cdreirS)) ha+ e .rifelA. /nit
How is.the possessive of a proper name ending in "s" (for example, Jones)
written?



Clerical/Secretarial Supplementary Units

Proofreading

Proofreading
Skill Sheet 6

First Reading Key - Blue Ink Pen

February 10.*

Dear Customer.

We are pleased to announce that we will be having a sale begnuaing Mal 3

Please give special attgion to the enclosed map The Weaponall be the COeXt3I
Inn COnvental halo at 5 and Route B. Cape Coardeau.

vie was have ;large selection of home furnishings, as well as a large serecpcn of SOCCDrog
ClItatXtlent

Ems:ned are hafts for our Private sale days.

Two Private Sale Days

Mon.. March 3 and Tues.. March 4

Four Public SeeDays
Wed March 5, Thurs March 6, Fri, March 7, &Saturday. march 8

Store Hours

mondav March 3 8amto8am
Tuesday Mann 4 8 amt0 80 rn.
Wednesday March 5 10amto8 pm
Thursday March 6 10amto8 Pm
Faday March 1ST 10amto80rn.
Saturday Marcia 8 10 unto 5 Pm

We look forward to serng you agar.

Smartly.

Frank Hayes

cmr

6ndS:ures

30

ClericaUSecretarial Supplementary Units

Proofreading

Proofreading
Skill Sheet 6

Second Reading Key - No: 2 Pencil

February 10. 1896

Diu Customer.

we are Pleased to announce that we will be !sawn a sale becoming Aced 3

Please give special anise= to the enclosed map The sale location will be the Cdorral
inn Convention lull at P55 and Route B. Cape Girardeau. MO:

we win have e large selection °, home furrrshmosia; vita as a large selection of sporting
eowommt

Enclosed are hCketS fOr Our private sale days.

Two Private Sak Days

(g r. March lard Tuesf March 4

March
Days f.

qi27 March 6 March 7iS1Saturday, March 8

Store Hours

Monday March 3 8amto8am.
Tuesday Match 4 8am.t0 8ont
Wednesday March 5 10am.t0 8pm.
Thursday March 6 10am.to80 m.
rnday March 6 10 am. to8 pm.
Saturday Marcia 8 10am to 5 om

We look forward to seeing you agarri

Frank Hayes

crnr

Enchures

J

el 10



Clericalecretarial Supplementary Units

Proofreading

Proofreading.
Skill .Sheet

Third Reading, Key - Blatii Pen

February 10.1896

Dear Customer:

We are pleased to announce that we wdl be having a sale beginning 3.

Please give soecial annuli* to the enclosed map. The Sale location mg be the Colonial
kvi Convention ha at 155 and Route 8, Cave Girardeau. MO.

We will Nye eine SettiOn of home furnishings, as well as a lute selection of sporting
moment

Enclosed are tickets for our Private sale days

Two Private Sale Days

Mon. March 3 and Tues.. March 4

Four Public Sales Days
Wed, March 5; Thurs. March 6, Fri, March 7, & Saturday. March 8

Store Hours

Monday March 3 8 arn.to8,1m
Tuesday Much 4 8 arn.togom
Wednesday March 5 10am. to8Orn.
Thursday March 6 10am. to S p.m.
Friday March 6 10 am. to 8 p.m.
Saturday March 8 10arn.toSom

we lock forward to seeing you again.

Socerely.

Frank Hayes

ant

Enchures

ClericallSecretarial Supplementary Units

Proofreading
KEY

Proofreading
Unit Review

Directions For each Symbol in Column 1, choose the correct definition from Column 2. Write the correct
letter in the spaces provided.

D
A 2

C 3

B 4

F s

E 6

Column

0
C.

f;\

Column 2

A. move to the left

B. leave space

C. delete

D. spell out in full

E. insert puntuation

F. move circled material to indicated point

Directions Proofread the following expressions forccrrect punctuation and symbol lsage If the expressions
are correct, enter a C in the space provided. If the eoress,ins are incorrect, place proofreaders marks
at the appropriate places.

7 If you are in a hurry, just drop the card in the mail today.
8 Accordingly,we have updated the ledgers.
9. Therefore, the tickets were printed yesterday.

10. It has chilXCproof hinges.
11. your ideas increased our sales by 2Cf:9
12 You will hear a beeV.,
13. Just call our branch a (31552.1441.
14. For as little as 53 00 a day, you can rent a lodge.

Directions Place proofreaders' marks in the following letter

May 7, 1986

The Office Place
558 Poplar Avenue
Poplar Muff, MO 63901

G.
Der se.

Please send the following products by UPS

coley Ccataioo Na. C Description
6 815 S 'mJ.
2 81 24

'merlin desk tray
legassue desk itt

TO cov.r tie Costs CI stdocing and hanseinegnv CheCk for 525 23 is enclosed
e.

SinceR.

CPrIce

52 50 ea
se 25 ea

[T0t31
51500

8 50

Henri Langford

33

C.
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Typing Letters

Typing Letters
Skill Sheet 1

Directions: Study etch letter and answer-the questions about it.

1, How many words are shown in the first line of the body of Letter EP

2. How many lines of handwriting are shown in the body of Letter IV /
I'

3. Multiply the answers from
questions 1 and 2 to find I ct 4/-
the number of words in
the body of Letter 8 144

4. Margin settings :o be used
for Letter 8 are those of_.
a a short letter

ID an average letter
c. a long letter

34

Letter 8

a-r-a* f. 414

ihahy
ri,114..21 ;Ina" .72S '17

pk, 4.117 4,17

PALA 0447.

44,

-AL fr.,.
lc/ Ara Atli.... ot /1 44

a.ra 41e

,
44 ; Arsr

Letter C

retie e(,I

v

- r.

5 How many words are shown in the first line of the body of Letter C7 1/

6 How many lines of handwriting ale shown in the body of Letter V / if_
7 Multiply the answers of questions 5 and 6 to find the number of words in the

body of Letter C )(/Pi-

8 Margin settings to be used for Letter C are those of 13

a. a short letter / san average letter
c a long letter



ClericallSecretanal Supplementary Units

Typing Letters

Typing Letters
Skill Sheet 2

Directions: Study the index strip below and circle the appropriate type of margin setting
for each letter.

Letter.

0 10 IS 20 23 30

0

Correct Ftel:

1 first letter short v(we) long
2. second letter... ..... ........ .... short average

3. third letter average long

4. fourth letter......... ..... short average
5. fifth letter short verage long

Clerical/Secretarial Supplementary Units

Typing Letters

Typing Letters
Unit Review

Directions: Fill In the blank with the best answer for each question.

1. The "control" key is a urvt-- key. It must be held down while another key
is typed.

2. The following word counts were provided on a textbook assignment. Determine
whether the letters are short, average, or long by circling the correct length.
Fill in the margin settings for those letter lengths in the space provided.

WORD COUNT CLASSIFICATION
12 PITCH
LM RM

10 PITCH
LM RM

119 short rage long D i / 7 22

324 short average r /5 90 /2 77

207 short (57/Cage) long 2O L. /7 za.

83 short average long 25 80 2Z 67

3. A handwritten letter is 17 lines long. The first line of the body contains 10
words. Is the letter classified as shortverag'9cr long?
(Circle the correct length.)

4. Locate the third piece of correspondence on the following index strip and tell
whether the letter is:
a. short

. average)
long

5. YOI are typing a letter that will be photocopied and mailed to 25 offices. You
acudently type paragraph 3, which is a two-line paragraph, where paragraph 2
should be. You are using a typewriter that has a lift off ribbon. Check the
correction technique you could use.

cover-up tape
lift off tape
lift off ribbon
correction fluid
correction tape
delete

"": I... I ; 1 I i.; I I re

Dm*:

Rot



Clerical/Secretarial Supnleinentary (Inas

Typing Tables

Typing Tables
Skill Sheet 1

To understand instructions for typing tables, knowledge of the names of the parts of tables
is necessary. The parts include:

A, main heading
B secondary or subheading
C. underlined column heading:, either all blocked or all centered
a columns
E. longest line of type including spaces between columns
F. blank lines
G. typed lines
H. sp?ces between columns (spaces bemeen columns may vary from table to table)

The parts of the following table are labeled and their spacing is indicated.

matniteactInfts1
TYPE ELEMENTS

3, DS
SewnciNV Suph"clirv? 88 Characters

TS
Underlined
Column nextintit.
all blocked or i Name
Centered

tenbtlthneof
(We Including >. CCOUrier 17
spaces
between
[drums

Adjutant

No. Version
os

01-067 12 Bracket

Courier 71,,,,01 -051 10 Legal
÷DI2nk Imes

Elite 72 I 01-137 12 Standard <-1

f spaces between colUmnS typed Ines
Mums

2

3

4

5

6

7

8
9

10

11

12

13

14

38

Answer Key - Skill Sheet 1

Directions: Using names of the parts of the table as Iistet on the previous page, labeled
A.H. fill in the circles with the appropriate letter.

Chapter

2

® OFFICE P%OCEOURES CLASS

® Assignments®

Activity Date Due

Questions 4, 8 September 5 0

Cases 1-1, 1-7

Questions 1, 2, 6 September 8-')

Cases 1-3, 1-5

Directions: Answer the following questions concerning the table.

1. How many typed lines are in the table?

2. How many blank lines are used by the table?

3 How many combined lines are used by the table?

4 On which line of type would a typist start typing the
Show math steps.

(06,

5 a

main heading'

39.
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Typing Tables

Typing Tables
Skill Sheet 2

Directions: Look at the following table and answer the questions

CALCIRATOFS

Handheld and Portable

Brand Nate Catalog No. Power Service Printer/Display

Texas Instruments K9-TI -5008 AAA Batteries or AC P/D
Texas Instruments K9 -TI -5020 Solar D
Sharp K9 -E1 -1161 AAA Batteries or AC P/D
Sharp K9 -VX-1136 AA Batteries D
Sharp K9- EL-345 Solar D
Adler-Royal K9 -PD1 Rechargeable Battery P/D
Adler-Royal K9 -PC4 AA Batteries P/D
Casio K9 -FR -101 AA Batteries or AC P/D
Casio K9 -SL -3005 Solar D

1. What is the main heading? Ca I cu. lo..+0vsS

2. What N the longest entry in Column 1? _Te.._yo-is

3. What is the longest entry in Column 27

4. What is the longest entry in Column 37 nen. Ii!e Ro...61
5. What is the longest entry in Colynn D

Cf.+,103 No.

40

6. How many strokes are in the 4rgest line of type in the table?

1,7_ +6 /1 +6 +6 a .21.
7 What would be the left margin setting for this table? a

Show math steps. j 1
8. How many lines are needed for this table if it is single spaced?

9 On which line of type would a typist start typing the main heading on a full
sheet of paper? AG 6 6 .a.s-

-/ a.TrY.,

10
/0

10 Type the table in the correct form single spaced. SO

41
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Typing Tables

Typing Tables
Unit Review

1. Place the appropriate letters in the circles in this Area Code Directory table
A. Main Heading E. Longest Line of Type
B. Subheading F. Blank Lines
C. Column Headings G. Typed Lines
D. Columns H. Spaces Between Columns

Directions: Circle the correct answer.

2. How many carriage returns should be placed between the main heading and the
subheading?
a. none
b. one

© two
d. three

42

Directions: Study the following table and answer the questions concerning it:

ISN MMPATIBLE PRI/MMUS

For Use With the 6240 Printer
and the 3730 Printer

1
2

3

4

5

6
Catalog No. 131 Part No. Type Style Pitch 7

8
01-A7501 Orator 100% 12 9

10
01-A7504 001504086 Prestige Elite 12 11

12
O1 -A7506 001.'06087 Letter Gothic 12 13

14
01-A7502 CCR-B 00 15

16
01-A7503 001503011 Courier Pica 10 17

18
01-A7507 001507012 Prestige Pica 10 19

1.

2 What is the longest entry in Column 1? Cek.fa.1 05 /Va.

3. What is the longest entry in Column 2? Wri_Pcult"

4. What is the longest entry in Column 3? Pres-F:3P Efifa
5 What is th., longest entry in Column 4" P;4'ck

6. How many strokes are in the longest line of the table?

la- +4+ P1-' +4t S = 5g-

For ti_ce is +ite 6 ca 1' P i; 61,1-er
What is the subheading? aval_t_Ip 736 PP; nter

7 What would be the left margin setting for this table? 34
Show math steps. 12. 31

I ih

8. On which line of type would a typist start typing the main heading? a.9-
Show math steps.

6 .2 3
4-719 +

'7
a ti-

to

4.c)



t 4
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Telephone Techniques

Telephone Techniques
Activity Sheet 1

Directions: Read the following information and then act out the situations described on
the following page.

Employees who answer the telephone should remember that they represent the
company. They should try to create the feeling that they care about each caller. This
caring' attitude will help callers place more confidence in the employees.

Giving each caller your full attention by listening carefully makes callers feel welcome.

A "caring" attitude and good listening skills can be shown over the telephone:

Courteous Behavior How Callers Feel

1. Accept the interruption.

NA

W 2. Answer promptly.

3. Use the callers name.

4. Listen patiently.

5. Repeat some of the caller's own
words.

6. Apologize briefly.

7, Ask questions.

44

Sometimes when calls come, an employee
is not in a good mood .ecause of working
toward a deadline or simply not feeling
well. These moods should not become part
of the phone conversation. Try to put a
smile on your face for each caller.

Answering calls within three rings generally
indicates a professionally run organization.

This makes the caller feel important.

Sometimes callers may be unhappy about
a product. They must get their complaints
"off their chest." Although the problem is
not your fault, you must not interrupt.

The caller will feel that you are
sympathetic and that you understand the
problem.

Sometimes the customer feels that a
product or service offered by your
company is not perfect. The words "I'm
sorry" he;):: to tooth the callers anger.

Show ;our willingness to help the caller.
Ask tile caller for dates, amounts, or other
information that will help you to fill
requests or solve problems.

Directions: Role play the following situations. Think about how the caller would feel. and
demonstrate courteous behaviors listed on the Previous page.

SITUATION 1:
You are secretary to Mr Blue, an accountant who specializes in corporate tax matters A

prospective client calls about personal tax matters, She requests an appointment with Mr
Blue You know that Mrs Eastman handles these matters for your firm. You need to transfer
the call to Mrs. Eastman's secretary without making the caller feel unwanted.

SITUATION 2:
A customer has gotten home with what she thought was a super combo deluxedeep pan
pizza. She finds when she opens the box that it is sausage pizza She calls to complain You
need to listen to her story, apologize briefly, and keep her good will.

AnSwer'S c,u; ti Va.r. .7-11Azteit:t apcsict ote444013:4^ ede-

c 0 u.e le ou_S beLz.vi ors descr; beot 014. 1k. AG-111461 Sited.

45
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Telephone Techniques

Telephone Techniques
Activity Sheet 2

Only one out of every four business calls reaches its destination on the first attempt because
it is difficult for business people to be available at their desks at all times. Therefore,
messages are an accepted part of the communication process. Four guidelines for taking
telephone'messages are:

1. Use a message form. A scrap of paper may get mixed in with other papers or
lost entirely. In addition, a scrap of paper does not contain guide words to help
you in taking a complete message.

2. Write the message with great care. Avoid rewriting a message as this increases
the chance for errors in t.ansposition or omission. Confirm or repeat names,
numbers, and messages as you go. You will be sure to hear everything correctly
by slowing down the conversation. This allows enough time for you to write
legibly.

3. Know company policy. Many companies prefer that carbon copies be kept for
the company files. The copies are kept in a spiralbound book for future
reference about names, telephone numbers, or other facts. The original only is
torn out and delivered to the party being called.

4. Deliver the message promptly, Place the message in a prearranged place on a
desk or on a telephone message holder.

Directions: Read the following conversations. Then ask a classmate to play the role of
"Caller." Complete message forms for the conversations.

Exercise 1:
You: Good morning. Accounting Department. Miss Hu:ton's desk: Ms Jones

speaking.

Caller: This is Mr. Roccmts. Is Miss Hutton in?

You: I'm sorry, Mr. Roberts, Miss Hutton is not at her desk.

Caller: Well, can you give her a message?

You. 1 be happy to. That's Mr. Roberts in the Sales Department, Extension
1'288?

Caller: Right! Tell her that I need to speak to her beim e noon

You: I see, Mr. Roberts. You want her to call before 12
Will she know what the call is about?

Caller. It's about the Rhoades Construction account.

You. Yes, Mr. Roberts. Ill ask her to return your call regariirg the Rhoades
Construction account. Is that spelled RHOADES?

Caller: Correct! Thanks. Goodbye.

You; Goodbye, Mr. Roberts.

46

Exercise 2:
You.

Caller.

You:

Caller.

You:

Caller:

You.

Caller.

You:

Caller:

You:

Caller.

You:

Caller:

You

Caller:

You:

Mr. Adams' office. Jennifer Smith speaking.

Yes, This is Mr. Montgomery from ABC Corporation. Is Mr. Adams
around?

I m sorry. Mr. Adams is in a conference which should be completed in
about a half hour. Can I take a message?

All right. Tell him that address he needed is. Allen Belle...

Is that spelled AI.AN?

No. ALLEN.

Belle with an "e" on the end?

Right. 2.2.7 Mosely Boulevard.

2.2.7 MO_

...S.EI.-Y.

Okay.

Sikeston.., Missouri... 63801.

Zip Code 6.3.8.0-1.

Right. Thanks.

Thank you, Mr. Montgomery. Ill give Mr. Adams the message.

Goodbye.

Goodbye.

WHILE YOU WERE OUT

TO. AM S

DATE:

IT: AA g.

gime return ol

0 WI ul

TIME:

Jones

Ouni.ed
Rowed icor cal

Num et am Pr
of: SO les DeretoiHADIA±

1). .:11,SILGp/22Y_
Maude x.11 before
dopt_116/3
RhoLije._; Cow ructItit.
a ccolmi-

WHILE YOU WERE OUT

TO. Mr. Ma-MS
DATE: TI E:

DT: tk
CIPIM! return cal j&Tekplomd

0 W4 di 0 &cloned Tour al

Name cl calkr Mr, y

I. ABC C.oriorai
'how

Howe

.227 <t4ose ly BoulesAA
$c7i0D-S nnI APOSIDLiti_.63 R 0 I
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ClericaVSecretarial Supplementary Units

Telephone Techniques

Telephone Techniques
Skill Sheet 1

Directions: Rewrite the following names giving last name, first name, and middle initial.
Spell out all abbreviations.

1. Geo. K. Abscher Abscher C-tehrie_. K.

2. Thos. S. Allen Alley\ Thomas g.
3. Jas. L. Alderman A leievftn javnP5
4. Chas. 0. Baker PaKer Cinar Its O.
5. Edw. R. Barks garK5 ward K.
6. Wm. S. Barton Barton LOMiayin S.
7. Danl. M. Beard BearsiDiandeLAL

Directions: Use your local telephone directory to find a telephone number for each of
the following situations.

8. A secretary needs to check the prices of desks for her office. What topic should
she look under? Possibla_ansiti+urer
"affTrA sbippLu." What guidewords are at the top of the
correct page in the directory? An4wers vzry_ What is the name of one
business she could call? AinStAier, %A/1k Vary..
What is the telephone number' 42,sigenjauary..

9. Your employer needs a letter delivered within 24 hours. What topic would you
look under in your directory? PoSsihle answers include "delive ry
<erifice ," "rAurier." List the names and telephone
numbers of at least two businesses which provide such a service.

BUSINESS TELEPHONE NUMBER

An.SwerS wiI1 Vary AvIsttjef.5 dill wary,
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Telephone Techniques

Telephone Techniques
Unit Review

Directions. Provide the best ai.swer for each question.

1. An incoming telephone call is indicated by:
a. a flashing red light
0 a flashing yellow light
c. a red light
d. a yellow light

2. What is meant by the phrase "answer promptly"?
AnSIMP.r before_ -The. -third rin9

3. Which phrase is a greeting?
a. "Ivan speaking."
b. "This is Mrs. Castell speaking."

0 "Good afternoon.-

4. Restating and/or spelling names over the telephone is known as:
® verifying names
b, confirming data

5. List four of the seven pacts of a telephone directory.
a inside. of -1-fry, -Eron+ cnver
b CO,c+AVYPr (--411 f e,
c. juns

6. .,/ritet spelflppgc for ' .e se abbreviations
a. Wm. 11 i

b. Jos ....ToS epieN
c. Chas. Alf-A eAS-

ii
Ziff

11;
. -

7. List three ways that a recedtioidst can &Tit tr 0.-; that he or see has been
listenin)sedg carefully to

a,

b i* A --CIL4heCALle_12.1.41LOCCE_______
AI h.

P ri-P ;1; Nl y Dc e.S

e vriP-nt
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Directions: Circle the best responses to the following questions.

8. Which names are in correct indexing older?

8
Farmer E.K.
Faust Machine Company

c. William Finch
@Screen Arts Incorporated
Schlitt Charles Insurance
SaveAlot

g. Mrs. Lila Schwab

9. Which of these last names would be found on a page with the guide words
"PruittRampi

I
a(Wade
Pry
Radiator Service
Richards

(0) Rader
E Ratliff

10. In your local telephone directory, the telephone number for the park
department for your city or county is: Cheri< Inc _al core.rinry

-For arvsuue_r.

so

ripClericalSecretanal Sun ary Units

Telephone Te niques

11. Study the conversation below. Assume that you are the secretary. Write a
note to yourself that includes all of the information you will need in order to
complete the request.

Secretary

Good morning. Mr. West's office.

I'm sorry. Mrs. Andrews, Mr. West is not
available now. This is Susan Hall. his
secretary. Could I take a message?

I see Mrs. Andrews. That's the meeting
with the computer consultant.

Yes, Mrs. Andrews. I was working on treat
folder just now, and the equipment list is
right here.

Of course, Mrs. Andrews.

You're welcome.

Goodbye, Mrs. Andrews.

TO.

PATE: TOM

IT:

0Nut retum w IJ TeireNoned

OW4 cst IVA 0 Retuned rovr cal

Nov of ;Ow flitic. Andrews
Acr numftrii Depz rte.!) vth

Caller

This is Mrs. Andrews in the accounting
department. May I speak with Mr. West?

Well, no. I really wanted to talk to him
about our meeting Thursday afternoon.

That's right! Maybe You could help me. I
need a copy of the equipment list that the
consultant left with Mr. West.

Good. Can you put a copy of it in the
company mail for me today?

All right! Thanks, Susan.

Goodbye.

Caller's name: Ars. Artarews
Caltcr's depart mord: il,rkei,zccouiinrimnev,...14_

nform,-1-ion rqut e E4u.i penetAt
VatFurnished by +he. Lampwtet

*fir\ u're,t+ayu.esle. c.P:,AAaKe..., a 00-to Copcp

114- -tilt. copq IA +he. company
malt -4-odati."
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Clerical/Secretarial Supplementary Units

Using Basic Business Math

Using Basic Business Math
Skill Sheet 11

Directions: Label tie parts of the electronic keyboard below. Choose from these terms.
Paper Tape Display On/Off Switch Paper Advance Memory Keys

Minus Total Clear Clear Entry Equals Times Subtotal

L. !'tar

K Egmos

KM 1=11

J. "Timm

A ape,- To:pe

Ii 04C.4.

FF. ..oal
S El ID

I. Ptrer E.4/ CE

guculowc cracu.von

H. Nk:nus

52

OnglilLkItIN

Displeky

0 RTC(' AetttAtlf

E. SA-hrhA

F. Afornartk KtAkS

G -172-fet.1

Clerical/Secretarial Supplementary Units

Using Basic Business Math

Using Basic Business Math
Skill Sheet 2

Directions. Complete the following exercises by using an electronic calculator

I. Follow the "Steps for Computing Subtotals (SD and Totals M Featuring
Addition" to answer these problems.

A. B. C. D.

456 987 789 102
852 951 456 100
753 963 753 156

ST AO ef ST ,/..19 1 ST II/8 ST 358

85.200 345 900 555
4.111 300 471 882
1.033 989 915 645

T eattoS" T 41.535 T Y-Art T (ROSio

II. Move the decimal selector to the "r setting. Read the following problems and
enter the answers in the spaces provided.

a. Five items of office supplies are
priced at 56. 53.81. S.72. 512.99.
and 53.76 respectively. What is
the total cost of these items?

R

b. Calculate the amounts shown on
the deposit slip and enter the
total amount to be deposited.

=LTD
cAs" tr=oistraErza

MESA
rs

,- INE11123
4 0-II I INFER in
AI' ii Sim

- . 110MO
TOL, I WPM fi;

1."...ettnen
NIT MOM

53

1000S1114

114517.11K.M111,1
re,01.1% 11.0Ny



Clerical/Secretarial Supplementary Units

'Wing Basic Business Math
ClericaliSecretanal Supplementary Units

Using Basic Business Math

Using Basic Business Math Using Basic Business Math
Skill Sheet 3 Skill Sheet 4

Directions: Complete the fallowing exercises by using an electronic calculator. Directions. Follow the ''Steps for Computing Subtotals and Totals Featuring Multiplication
to compute the answers to these problems. Multiply the amount in the "Quantity" column

I. Follow the 'Steps for Subtotals and Totals Featuring Subtraction" to compute times the ''Unit Price. The subtotals should be entered in the column marked Extension.
the answers to these problems. Enter the Memory Total in the area marked "Invoice Total."

A. B.

1,331.16 868.35
-127.22 -11.42
-158.00 -20.00
-123.36 -9.63

gaa.61 817.30

C. D. E.

720.01 99.23 568.19
-30.00 -4.25 -- 34.86
-20.00 -30.00 -2.55
-30.17 -15.71 -27.35

437, 8,4, 27 503. Y.3

II. Addition and Subtraction. Use the plus function key when entering the balance
brought forward and the amount deposited. Use the minus function key to
subtract the amount of the check.

Balance Brought Forward
Amount Deposited

Amount This Check

Bala:,ce Carried Forward:

Balance Brought Forward
Amount Deposited

A. B. C.
51.34 540.50 979.00

1,704.31 500.00 225.00

ST 1755.65 ST loSt0.50 ST

447.66 87.53 46.30

1307.99 9.5-.2. 17 1157.70

0.
616.23

2,380.65
ST 2q14.81

Amount This Check 38.27

Balance Carried Forward; a9s8.41

54

A
Quantity Catalog No. Description

1 3 B 59301 Integred Phone System
12 3 B 5984 Outgoing Tape
6 3 B 5981 Incoming Tape

Unit Price Extension
169.99 164.99

4.99 51.TV
4.99

2 9 -911

Invoice
Total 2_59. SI

B

Quantity Catalog No. Description
3 9 B 83633 Surge Suppressor
2 9 B 83193 Security Switch
2 9 B 83194 Wall Outlet Sensor Timer

et

Unit Price Extension
39.99 /19.97
24.99 1-/ 9.9 S
12.99 y5. 95

Invoice
Total / 95.73
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Clerical/Secretarial Supplementary Units

Using Basic Business Math

Using Basic Business Math
Skill Sheet 5

Directions: Complete the following charge slips by adding the charges. Subtract any
discounts. Then, multiply the subtotal by 6 percent, tha combined tax rate for the city
and state.

CARROLL'S FLORIST
9250008100
SIKESTON. IL

6159311
01%.,.. WI en ...... 1

2 Poz.ert. Roses ,36.0 72.:00
1 1...41ye vase. 5:15

......-- .... K.
'0., 776($

PI ......4111Calma Am WI
WI q :63

SALES SLIP "4 1-1-1-,- ""' I? I :17
A* W.......10 II..

X
0..1.1.I4 Sol&wen.

RETAIN THIS COPY FOR STATEMENT VERIFICATION

CARROLL'S FLORIST
9250008100
SIKESTON. IL

tw

6159312
1, .. 01111(...70. WI 10.7 (4,1 0Ka. I

I 50, nil Arroleme Kt' I 5i0g

/ 64k 17VG 20 :S0
1510 Discount 5 icb 3

as .1........ WI WO
IOW 30 .0

01.01.... WA* Was n... ws
IAA / i SA/

SALES SLIP "" r1-"" 1-',"" "A" 8/ ;97
..,........ Il......

C.. ?$.01111.4.1.0.01

WU.. MIA KUM"

RETAIN THIS COPY FOR STATEMENT VERIFICATION
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Using Basic Business h

,Using Basic Business Math
Unit Review

Directions: Use an electronic calculator to solve the following problems.

1. Add: 789 555 123
741 777 456
753 747 987

Subtotal: Aa83 p,orri Ls.66

Add: 252 996 410

Total: .Slc 3 075

2. 235 787

_11112

1.001.00
-103 -417 -951.45

Subtotal: MI. 370 c/.9. sr

Subtract: -14 -166 -5.67

Total: 118 ?_1121 93.88

3. 12 x 3.99
20 x 5.99

4. S108.98 x 30%
S239.98 x 20%

5. An item costing S27.98 is on sale for 30% less. What is the sale price?

6. Determine the "Total" of the following charge slip. The tlx rate for this city is 7
percent.

CARROLL'S FLORIST
9250008100
SIKESTON. IL.

6159311
Q.. 11......1... WI ...PI 0...A. I

I

I ffiniinf ellatt /5 :00
/ W (4.1t// egne / i4.5

r;

........ . ....act
Ittl /6145

1.......1 WU 4/1... net WA tu I il5
SALES SLIP "Tg ..".r1 ".'"*"7"." ".. il i6o

W. zooroa* IV.

flamers saowt

Ow otriftasX KG.

'

RETAIN THIS COPY FOR STATEMENT VERIFICATION

ii
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ClericaUSecretarial Supplementary Units Clerical/Secretarial Supplementary Units

Banking Banking

Banking
Skill Sheet 1

Directions. Read through the following information on making change and solve the
problems listed at the bottom of the page.

Making change has been simplified by cash registers that calculate the amount of
change that should be given to the customer. In order to do this, the cashier enters the
amount of money offered by the customer and subtracts the amount the customer owes.
The cashier then proceeds to count out the amount of change by starting with the largest
denomination of currency and coins available and working toward the smallest.

Whenever an authorized office worker needs to give out money from the petty cash
box, the process is similar. Two examples of making change are presented here.

1. The sales manager gives you a receipt for the I-A-Siting of advertising flyers. This
means that he has paid the printers, and he needs to be reimbursed for this
company expense. l'he amount of the receipt is S14.89. The sales manager
should be given one tendollar bill, four onedollar bills, three quarters, one dime,
and four pennies. (S10 plus S4 plus 5.75 plus S.10 plus S.04 equals S14.89.)

The following form may be helpful.

Change Needed S20 S10 S5 51 .25 10 05 .01

1. $ 14-. &I / 4- 3 / 4-
2. 6.50 I I 2
3. 5) e1-5. / 3 / .2.
4- a r . 4-3 / / / / / 3
5 IP .5L1- I 2 Q. i tf-

2. The newspaper girl ?wings in today's paper. It is also time to pay for the
monthly subscription. l he cost of the subscription is S6.50. The newspaper girl
should be given one fivedollar bill, one onedollar bill, and two quarters.

Problems. Fill in the form provided above (lines 3 - 5) with the denominations and coins
that would add up to these amounts: S8.45, S21.43, and S13.54.

A
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Banking
Unit Review

Directions. Answer the following questions using the blanks or forms provided.

1. StiRiy the bill shown
here and enter the
data requested

.. : . ,... .... IATeaticw117mis

vmmemsuppmscomommm

3777122055007

153.30

IM iTf.11$ Malone Ave. K..
ara IN ki-l71
MEV POI MU. Ka

WEE CO
1.4yeC1 Mt MI W.. .01.1.

081
1017
IKESTON

SALES

0306
3890

TAXES

9.4
2873ELRES
TAX

rwIR 96
01

16 7
127 2

7 1
2 -

ogo,WHIM ..,.-M11271 1,0..3 1c/.3_
ACTUAL METER READING

CORRECTS PREVIOUS ESTIMATE

CONSERVE ENERGY - INSTALL a
INDIVIDUALLY CONTROLLED 0
HEATERS - IN A COMFORT ZONE. ,1

.

..,

(I cknal.4.-I4-1.viiri Foga t
account tamale TOTAL DUE

a. The due date is: 0/
b The minimum payment due is- 4/../52,30_
c. The account number is: 37)7 /,a_a_o 5:coo?
d. The billing date is 01 66

2. Prepare a tickler card for the bill
in Question 1

-Prepare,. ckeck 71i) lik;

Elec.-4;c

SFr: WIN)/ Ri'lls
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3. Prepare the check stub and check for the bill in Question 1. use check Number
147'and January 13 as the date.

NO!V7

E I

.7,0 1-rPA, Ut.ra,
Fp* lti eg
WON.? / 3 30

OA L. POUGN't d 80.10
FORWARO

Sanwa Gee, Sam

Weston% SUpollO'n Cotio:411on
int us.. 4.4w..

Sat,.. &know' UM

ad. et 1153 3c4

01.961 O

ASIT E.:77r3.-gr, L..",:iren:t:c:4'0' T:It02 to .14;29791220S:3'007n

4. The following receipt was presented by Ms. Western for a new diskette file.
a. Prepare the petty cash voucher. Use No. 122 and January 13 as the date. .

The account number is 3109.

LOWELL'S
YOUR RECEIPT THANK YOU

7104 6 IS 799

6834773 1 707 MDS
797 STD
.46 ATX

&SO LTD
.03 COO

1(1196 I C.SH 1345 TM

b. Indicate how the change would be prepared.

How many S10s7
555'
S1s' 3

quarters"
dimes'
nickels' , h

pennies' 0

ClencallSecretai ial suppienientai Units

Banking

5 In today s mail, you receive three checks. Prepare a deposit slip The checi.s are
for 5234.18, S60.59, and S98.33.

01?Oilt TICUT

39440401 WOWS Ccepentlon
11. Malono Avonve
504934.140133031

CCu.r ex+ eirt+e)

Canton County Kook
314 NcTh RIAIney
SPoslon, MO 43031
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Clerical/Secretarial Supplementary Units

Incoming Mail

Incoming Mail
Skill Sheet

Directions: Answer the following questions.

1. The postmark on the envelope is October 10. The date on the letter is October
10. Would you attach the envelope to the letter? 0 YES x NO

2. The postmark on the envelope is October 10. A Bill of Sale accompanies the
letter. Would you attach the envelope to the letter? C YES X NO

3. The typist does not type the signers name, but the signer signs the letter
anyway. Would you attach the envelope to the letter? p< YES 0 NO

4. The writer type; the letter on plain paper and forgets to type the home
address. Would you attach the envelope.to the letter? YES 0 NO

5. The sender forgets to send the enclosure. Would you attach the envelope to
the letter? YES 0 NO

6. The sender forgets to sign the letter which is dated October 10. The envelope
is postmarked October 17. Would you attach the envelope to the letter?

X. YES 0 NO

7. The sender includes a Lease Agreement with the letter typed on plain paper.
The sender's name is not typed on the letter. Would you attach the envelope
to the letter? X YES L7', NO

8. The letter mentions a shipment to be sent. Would you register the letter?
YES 0 NO

9. The correspondence is a telegram. Would you register the telegram?
2g. YES 0 NO

10. The memo mentions an attached report, but the report is not in the manila
envelope. Would you register the correspondence? YES 0 NO

11. The package is sent by Insured Mail. Would you register the package?

62

)( YES 0 NO

'S
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Incoming Mail

Incoming Mail
Unit Review

Directions: Circle the best answer for questions 1 through 5.

1 Which example shows the correct way to oper. LAisiness correspondence?

a.

2, An example of a mailing notation is.
0 "Registered"
o "Postmark"
c "Return Address"

3 The enclosure notation is typed in this location:
a, between the date and addressa below the reference initials
c in .he upper left corner of the envelope

4. Small enclosures are attached to correspondence
0 by clippiny them to the front of the letter

b. by stapling them to the bottom of the letter
c. by stapling them to the back of the letter

5. Which of the following examples does NOT need to be noted in a mail register?

9 a letter sent by Pretriass Mail
a letter sent by Lisured Mail

c. a letter which indicated that a catalog was being sent
cl a letter which indicated an enclosure but the enclosure was not found

6 List two examples of incoming mad that would be placed in a folder labeled
"Correspondence."
a. ...1.elrer.s...
b .434AM.° e

WILT
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Outgoing Mail

Outgoing Mail
Skill Sheet 1

Directions: After studying the different types of envelopes shown here, answer the practice
problems that follow.

1. General correspondence is
usually mailed in No. 10
Envelopes.

2. Use manila envelopes for
correspondence which should
not be folded.

W ,
IA

3. Window envelopes may be used
with general correspondence,
statements, or business forms.

4. No. 63/4 envelopes may be used
with paper which is less than 61/2
inches across. General
correspondence may also be
sent in these envelopes.

5. "Advertising mail" is mailed in
envelopes which have been
imprinted with the bulk rate
emblem,

64

N.....10.4

bULK RATE

US POSTAGE
PAID

CGmpany's art
Permit Ho,

ir

Directions: Write the correct letter in the space provided. The answers may be used more
than once. Some questions may have more than one answer.

B 1 A letter and 20page report A. No. 10 envelope
should be mailed in this
envelope. B. manilla envelope

/1, C, D 2. A letter typed on 8"x111/2"
C. window envelopestationery would be mailed in

this envelope.

--C---- 3 Advertising literature mailed to
D. No. 63/4 envelope

300 customers E. bulk rate envelope
At an 4. Monthly statements sent out by

a florist's shop

C 5. A purchase order
6. A 5"x 7" photograph
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Outgoing Mail

OL cgoing Mail
Skill Sheet 2

Directions: After studying a postage scale and the postal chart shown here, circle the be;:.
response for the practice problems below. (You will need postage s'...ales to answer questions

1. 3, and 5.)

Problems:

1. What is the weight of a No. 10
envelope and five sheets of
Paper?

()not more than one ounre
b. between one and two ounces
c. not more than three ounces

2. What is the correct postage for
the envelope described and
its contents?

9S0.39
50.22

c. 50.56

3 What is the weight of a 9"x 12"
manila envelope and six sheets
of Paper?
a not more than one ounce

C)beoveen one and two ounces
c between two and three

ounces

FirstClass Rates' for Pieces
Not Exceeding Ounces Indicated

1 ounce 50.22
2 ounces 0.39
3 ounces 0.56
4 ounces 0.73
5 ounces 0.90
6 ounces 1.07
7 ounces 1.24

4. What is the correct postage for
the envelope iPscribe and its
contents?

TSO 56
50.39

c. S0.75

5. What is the weight of a 9"x 12"
manila envelope and 20 sheets
of paper?
a. not more than one ounce
b. between one and two ounces
c. between two and three

between three and four
ounces

6. What is the correct postage for
the envelope described and its
contents?
a. 50.22
b. 50.39
C 50.56

50.73

The first ounce costs 22 cents. Each additional ounce costs 17 additional cents. For pieces
over 12 ounces. see postal brochures on FirstClass Zone Rated (PnoriA Mail rates.
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Outgoing Mail

Outgoing Mail
Skill Sheet 3

Directions: locate the Zip Codes for the following addresses of branch offices of the Adams

C %ration.

1. Adams Corporation
79 Westerly Avenue
Bethel, ME 0 Ce- 419

.
5. Adams Corporation

147 North Main Street
Sioux Falls, SD 17 rO

2. Adams Corporation 6. Adams Corporation
19 Adams Boulevard 707 Market Street
Barker. TX 774'13 St. Louis. MO ff, 3(01

3. Adams Corporation
2702 Braemore Road
Columbia, MO 6S40 /

4. Adams Corporation
4710 Whitney Drive
Fayetteville, NC Z_RaS)P...

7. Adams Corporation
302 North Linn Street.
Garden City. RI _Oa 'MO

8. Adams Corporation
270 East Parker Road
Sunnyside, WA 98? 5451
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Outgoing Mail

Outgoing Mail
Unit Review

Directions: Circle the letter showing the best answer for each question.

1. An invoice should NOT be mailed in this kind of envelope.
a. No. 10 envelope
b. manila envelope
c. window envelope

0 bulk rate envelope

2. Bulk mail is an example of:
a. FirstClass Mail
b SecondClass Mail

0 ThirdClass Mai!
d. FourthClass Mail

3. An end' .dre notation is your due for:
a. affixing extra postage

C) attaching enclosures to the correspondence
c photocopying an extra copy

4 Use a zip code directory to find zip odes for the following cities
a. Sweet Water, IL ___6._
b. Box Number 5001, Portland, ME en (1- /0 /
c Hatton, VA P. SL SY. 0

5. Correctly fold the lettei on the r.ext page and insert it into a No 10 envelope

b. Weigh a No 10 envelope and four sheets of paper. Answer the following
Questions

a What is the total weight in ounces" A)oT /KO i^e. litaps_o he citAfricen
b. How much FirstClass Mail postage would be affixed to the envelope' Q.02.7S5

7 Draw a line from the name of the equipment to its correct picture

a meter label --
b mailing label

c stamp dispenser

d rubber stamp

e moistener
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Mountain Plains Chemicals, Inc.
334 Jefferson Street

Reeds Spring, MO 65737

August 22, 1986

Mrs. Jennifere Collins
123 Wendle Lane
Reed Springs, MO 65737

Dear Mrs. Collins:

Your request for a charge account at Mountain Plains Chemicals,
Inc., is very much appreciated.

Your request is being reviewed. However, we need your help.
Please supply the following:

Application was incomplete. Please supply the data
indicated.

Application was incomplete. Please sign tne application
as indicated.

Please provide the names and addresses of two references.

Your application will be processed as quickly as possible. In the
meantime, Mrs. Collins, you may be interested in our end-of-the-
month specials on supplies for your swimming pool. In addition,
bring this letter with you between the 25th and *he 30th of this
month for a 10 percent discount.

Sincerely,

Fold the correspondence and
insert it into the No 10
envelope following the example
shown here

L
Fora c10;ri\N

the top tturcf.

Place the Fold up the Turn letter
letter on a bottom third. Sicieways
flat surface

Insert letter
Into

envelOpe.
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You have planned your workday as illustrated by the samp:e calendar shown here.

Daily Calendar March 10

for env rn.venS that nreeLtojzt made..aco_j_klizas.aintr.
B15

jeake_demem__am
A 45
non
913 °nen Ineornsno sr vita' the OnOartrnent
930 Process ourchasn 1--ivesrs
945

10 DJ
5015
10 30 Break
EL* Awon cede numbers tO hew Mat",a11
1=9.
11 15 PreDVe nOtsCe tO Offstei about new _t_erlals
11 30
11 45_
1200

1 s tuncn3.

12 30
1245

107
1 15 mate afternoon -:,.....,enes, if needed
130
145 Oren seaensno n.,-..4 for The department
7 CO !sect% crochase reOus.515
215
230
245
300
515 Break

mad3-10-2r=e,'"rig0con0La__ssiLis,,.
4 15

a50

445

Questions:
1. What tasks are performed by this person each day? _Mixelist144

2. Which tasks require the most attention and energy? e32CESS1151ail.--

6e . A C i" 1:StS
II

0,C

ClcrlcallSecretarlal Supplementary Units

Decision Making and Organizing Work

Decision Making and Organizing Work
Skill Sheet 2

Directions: Reread the job description given on Skill Sheet 1. Solve the cases given below
using the FiveStep Approach.

Case A: You receive a telephone request for a video taping session this afternoon at 2.
The technician is attending a training seminar and will not be back until 3:30.

Problem. -ler.hn;rian 17, berk in -Firm -Ar A. 2 nm. +a/1;ns
Facts .1(2.sliirlioepil
a i.k.flinri2..ed -I-o use. -Kt_ propmerd..
Alternatives: 0.C.Ce_r -l-ate 4be .SPSciR14 unto-5914.

1142aaa
digerred- .

3 ion. d i-c.Fereyd-
How the Solution Will Be

Implemented. C nrminCe -1-ke oiler 4ha+ he/she will bene>tif by hauin4
+rairifiL4aaicsarafihatesyx -1-ap413 SESSiOft -14tuS

callerA1

Case Et: Your supervisor is away for two days for an out-of-town meeting. You receive a
"rush" request for a film which costs S185.

Problem -The }sirs of -fhe -Alm egret's 4419. .rer which you are 11a praLess
purrinasP order v..14-111:af prior appronl

Facts. Y..
Alternatives:
Prere.szt purdinse orefer_A-ry bu.y -Pox .
raft -1-k.e n-f-cIte and say +herr_ will he a dpla
Best Solution.
How the Solution Will Be

Implemented S
_prd,red /7/1 a r.-AK-1;21 bobs.

r . .0 C

Li r LAL . a

retuesf is market(
"rusk!



Clerical /Secretarial Supplementary Units
Decision Making and Organizing tiork

Answer Key

Decision Making and Organizing Work
Skill Sheet 3

Cane At (Answers will vary.)

Problem:

Facts:

How do you fit the request into the achedule?

This is a can wait' task.
You estimate that the time required will be
between 1 to 2 hours.

Alternatives: Block out 30 minutes on your calendar over the
next three days to work on inventory.

Skip some of the daily items to get this project
over with.

Beat Solution: First alternative (Block out 30 minutes...)

Implement: Write in the project on your desk calendar.

Priority: 4

Case B: (Answers will vary.)

Problem:

Facts:

Which request should be taken care of first.

The telephone call should be made right away since
the taping session is scheduled for tomorrow
morning; it is a 'I' priority.
The computer run can be done later while you are
doing some other task, such as updating the
computer listings; it Is a 2 priority.

Alternatives: Make the call first.
Print the run first.

Beet Solution: Hake the call first.

Implement: Make the call.
Print the run while you are working or daily
item of updating the computer listings.

Priority of Rescheduling the Taping Session: 1

Priority of Running the Computer Printout: 2
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necision Making and Organizing Work

Decision Making and Organizing Work
Unit Review

1. List two suggestions for being organized.

a So. -CarAlliar -1-hc_rg_o_celitret rnara.44.1 /c. organize workspace
b he -farnIllav t,tidh 411t wark d pica, -he wortday.

2. List the categories for prioritizing tasks.

a rush i-PenTA

b _r,rojocis / aisi9nn-t%vi-s
c Chi;
d. cab, lato4 .1-1-Pm4

3. List the five problemsolving steps.

a irlea4ify -1-6 problem
b,
C idenii41 elierrfnlu,e. s did ;one
d. se bc.c4- snitri-lon
e. imple men+ +he_ SnftrFion

4. Using the job description from Information Sheet 1 to help you decide if the
following tasks are 1, 2, 3, or 4 in priority. Assume today's date is May 14.

A. I

B

C. q
D. 3
E. 3 or I

A

numosalmixantImExamncuannan
nm ..1.47 11, I184

Jou. 4 Juu. $ a...I MM.

Jou. II . Joao Mfr..

It - le. II Suess Mull

J... If - Jw It Muirlou

J.11.1 July 1) o.II. ha.

July II J.17 10 J.. Lopes

July II July I/ isle. 14,11t

eALC^ZOitia 1.0411

4aA4grd

mAandi;r1-4
A441
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Clerical/Secretarial Supplementary Units

Job Keeping

Job Keeping
Introduction

Getting your first clerical/secretarial job will depend upon factors such as educational
preparation, the business skills you have learned, and your interviewing skills. Keeping this
job will depend upon your personal traits, business skills, and ability to maintain relationships
with customers, co-workers, and employers. This unit presents strategies for getting along
with bosses and co-workers as Nell as providing for advancement into higher positions.

Unit Objective
After completion of this unit, you should be able to summarize your individual strengths
for a job, demonstrate good interpersonal skills, and establish a self-development plan for
advancement.

Specific Objectives
After completion of this unit, you should be able to:

1. Identify business skills and personal traits neeaed for employment.

2. Demonstrate good interpersonal skills.

3. Plan for advancement.

Are You Ready?
Check the statement which is true for you.

ri
I want to study the information
in this unit before doing the
Performance Checklist.

TURN TO NEXT PAGE
AND BEGIN

I

1

I can do the above tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR
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Clerical/Se;retarial Supplementary Units

Job Keeping

A. Terms and Equipment for Job Keeping

Terms

1. Advancement preparing for and moving into higher Ilvel positions.

2. Business skills ability to perform tasks needed in a clerical or secretarial job.

3. Interpersonal skills - getting along with other people.

4. Networking using contacts with other people to advance in your work or to
find higher level positions.

J. Personal traits personality characteristics.

76
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Clerical/Secretarial Supplementary Units

Job Keeping

B. Identifying Business Skills Needed for Employment in
Clerical/Secretarial Positions

A survey of newspaper ads showed many business skills which employers were
looking for in their new employees. The guidelines below describe skills needed
in many entry-level clerical or secretarial postions.

1. Be able to type. 2. Be able to transcribe
shorthand and/or
machine dictation.

3. Follow office procedures.

4. Use correct grammar 5. Have courteous
and spelling.

reocoecy 6. 19e6

M. Sill
Low

6

End ho0levecd
02S aest

Spcinpfield,

MO 0602

Dear Me.
Ecmel

that your
stock in 0%

d this f
w0 see

WAY to
infors yov

svbstential
divideniscal

paciod.
YOq

eleloSt.

W. il the ct9nt
ttos to considec

investing so

Aic Intitta
estned a

teepee net
income this

pas

otetocy.
Nest yeec

is egacteet
to be

even bet

IT:m11:70107te:
11:11:1%40:01olocelcirtgLiss:tny

Sinceeely
yover

. ..letEl 1,4(

telephone skills.
6. Be able to file.
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7. Perform data entry tasks. 8. Keep accurate records. 9. Perform word
processing tasks.

The ttble shown here
uses It lines. sssusing
the columns an
single spaced.

!f the columns an double
spaced, the tie!e would
use 14 linos eft a page.

10. Greet the public.

"Hello Mr. and Mrs. Stephens.
Mr. Hewitt can
see you now."

11. Process business forms. 12. Use an electronic
calculator.

13. Process mail. 14. Proofread. 15. Communicate with
customers, co-workers,
and employers.

1,1010FREADERS' MARKS

Correction or Change
Narked irtest

if you are interestedee

on the paCroli

Mutual life of New York

two or more lines. One

caution

centered over the

301uans and then typed

6



16. Have good interpersonal
skills.

6,444L-11:;-
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Clerical/Secretarial Supriementary Units

Job Keeping

C. IdentiFying Desirable Personal Traits for Clerical/Secretarial
Employees

Employers often state that employees most often lose their jobs due to
absenteeism, tardiness, and their inability to get along with other workers.
Employers usually look for and keep employees who follow the following
guidelines in their jobs.

1. Be neat.

v.,4.;1;41 1.1

4. Be tactful.

2. Be accurate.

NO Lt.4.-
PAYEE

FOR
AMOUNT

,

DATE .0

ViSTIIT
11

SIke

ifigia-
I Pr/ to the 1,

1114-BROUGHTE....71
.24.

. 5,...,00004...IY
FORWARD

.,

CISEUP°13TOSITTAL
..----.--- Ili

1114:10"141 63e

11

MAT. OF CHECK .1.0
Mm°

BAL CARRIED .2._L:#

FORWARD
,

5. Be energetic.

3. Be friendly.

"Hello, may I help you?"

6. Be well-organized.



7. Be reliable.

"Renunii Lie to wotk on the
Wilson ptomet next week "

47"

I' Next

qrn

4. Be stable. 9. Use a pleasant
telephone voice.

"Good morning, Mary Bailey
speaking."

10. Follow instructons
carefully and
accurately.

11. Be able to work alone 12. Maintain a positive,
without supervision. cheerful attitude.

Nv

from Sue Wells

'Mr. Bradford is cut of the
office this week; may I take a
message?"

I

"Good morning,
Mrs. Sanders:

13. Be on time. Follow the
procedures of your office
if an emergency arises and
you must be late.

DO SKILL SHEET

la. Avoid excessive
absented-sm.

WHIt

TO:.f
oat

WHILE YOU WERE OUT

TO.

DATE: 7 z mt. V40
ly:7":itt

Diem mturn sit

Wacall agun

Tekekwe

Ler"d pow

khme 01 cie

5tocts Ofd Cl -ropLit
Raw 55b -73 .45

Pone, 4-54P

10 81

15. Maintain a good
appearance.



Clerical/Secretarial Supplementary Units

Job Keeping

Job Keeping
Skill sheet 1

What Skills are Required for Employment?

A survey of Help Wanted Ads from the February 2, 1986, editions of the St. Louis Post
Dispatch, yields some important information. The ads revealed chat employers seek
employees who possess office knowledge and skills. Further, the ads reveal that employers
seek employees who possess desirahle personal traits.

The ads in the survey included entry-level clerical and secretarial positions. The skills, listed
in random order, included the following:

1. typing 10. word processing
2. shorthand 11. transcribing
3. office procedures 12. greeting pudic
4. spelling 13. processing business forms
5. grammar 14. calculator
6. telephone skills 15. processing mail
7. filing 16. proofreading
8. data entry 17. interpersonal skills
9. record keeping 18. communication skills

Some of the desirable personal traits requested are shown in random order in the following
list.

1. neat 9.
2. accurate 10.
3. friendly 11.
4. tactful 12.
5. personable 13.
6. energetic 14.
7. attractive 15.
8. mature 16.

Why Do Teen-agers Lose Jobs?

well organized
self starter
reliable
stable
pleasant phor _ voice
able to grasp instructions
able to work alone, unsupervised
positive attitude

This question is a nswered in the March 1984 edition of Tomorrow's Business Leader.
0 Employees think they lose jobs because they lacked experience or training. Employers,

however, indicate that teen-agers lose jobs primarily because of absenteeism, tardiness,
and inability to get along with other workers.

1
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Activities

Lip"; the business skills you have mastered.

1

2

3.

5

6.
4

7

8

9.

10

List several personal traits you feel best describe you. (You may be able to chink of other
traits in addition to the ones listed above.)

1

2

3.

4

5.

6.

7.

8.

ts



Clerical/Secretarial Supplementary Units

Job Keeping

D. Guidelines for Planning for Advancement

networking means using the knowledge of acquaini ances to help you to gel a
job or to advance from one job to the next. An example of networking would
be to apply for a position that a friend of your family told you about. The
following guidelines will help you establish a good network and plan for

-advancement -T higher- level positions.

1. Identify possible members of
your network. These can include
teachers, friends, employers, and
other contacts in the business
world.

2. Maintain a good reputation. If a
member of ycur network knows
of a position for which you are
qualified, he or she will be
anxious to tell you about it and
to serve as a reference.

CAUTION: It would be a
mistake to have someon3
recommend a friend for a
job just because he or she is a
friend. If the friend does not
do well on the job, the
network member's reputation
with the employer will be
damaged.

"There': an
opening in the
sales department here.
I know you'd be well
qualified for it!"

............-__.
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3. Keep your network operating.
Keep in touch with the members
of your network.

4. Keep adding members to your
networking list. You must take
the initiative in introducing
yourself to people who can help
you advance to other positions

5. Inform supervisors that you are
interested in advancement.

"Since Techno is opening the new branch domtown,I'd
like to see what I could do there M the bookkeeping
department."



6. Improve your present business
skills and develop new ones.
Take advantage of training
programs and/or special classes
offered through your business.

7. Develop a plan of goals and
objectives which will help you
advance.

Clerical/Secretarial Surplementary Units

Job Keeping

DO SKILL SHEETS 2 AND 3

DO ACTIVITY SHEET 1

15
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Job Keeping

Job Keeping
Skill sheet 2

For the purposes of this activity sheet, networking means using the knowledge of
acquaintances to help in getting a job or to advance from one job to the next. An example
of networking is applying for a position that a merr..Jer of your Family told you about. In
addition to family members, your network can include teachers, friends, employers, and
other contacts in industry.

A very important part of the structure of networking is reputation. If a member of your
network knows of a position for which you are qualified, he or she will be anxious to tell
you about the position and will be happy to serve as a reference. It would be an error to
recommend a friend for a position just because he or she is a friend. If thL friend does
not do well on the job, the network met. ioer's reputation with the employer will be damaged.

Another important thing to remember about networking is to keep the network operating.
Keep in touch with members of your network. For example, teachers or placement personnel
often learn of vacancies throughout the year, not just in April July when many graduates
are looking for initial employment. These important people in our networks should be
infcrmed as to whether graduates are stiff: looking for positions or whether graduates are
looking for advancement. The same advice applies to present supervisors. Don't forget to
let them know that you are interested in advancements.

Finally, it is important to keep adding members to your networking list. You must take
the initiative in introducing yourself to people who can help you advance to other posLions.

Activities

1. List the persons in your present network.

a.

b.

c.

d

e.

17
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2. List the ways you plan to keep your network members informed ahout your
employment status.

c.

3. Case Study
You work in the mail room of a large corporation. You would like to be
promoted to a position in the shipping/receiving department. Discuss the steps
you would take to add a new member to your network who could help you
obtain the promotion.

88
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Job Keeping

Job Keeping
Skill Sheet 3

Setting goals nekps students maintain a positive attitude throughout their school years.
When we remember that we want to get an entry-level clerical/secretarial job after
graduation, this keeps us motivated.

In order tc reach goals, students should set objectives. Objectives are steps wnich are taken
to reach goals. Examples of objectives are to use effective telephone techniques, to prepare
a resume, and ::o compose a letter of application.

The following paraoraph from the 1984-85 Occupational Outlook Handbook defines the
job entitled "Order Clerk."

Process orders for material or merchandise from customers or
establishment employees. Inform customers of receipt or orders, prices,
shipping dates, delays, or additional information needed on the orders.
May route orders to departments for filling and follow up on orders to
insure prompt delivery. May be designated according to method of
receiving orders, such as Mail-Order Clerk or Telephone-Order Clerk; or
according to type of order handled, such as Back-Order Clerk.

An appropriate goal could be written as follows: To obtain the position of Orde; Clerk.
Some appropriate objectives might include the following statements.

I will be able to:

(a) proofread business forms for missing details,
(b) operate an electronic calculator,
(c) make outgoing telephone calls,
(d) fill out a routing slip, and
(e) compare business forms with incoming deliveries.

It is important to remember to set new goals. Getting that first job is not the end of goals.
Advancing to jobs which have more responsibilities and better salaries is important in keep.ng
a positive outlook on life.



Activities

1. Write a goal statement for a position(s) for which you are training.

2. Write three objectives for the position(s) in Ques`on 1.

3. Compare the following job definitions from the 1984-85 Occupational Outlook
Handbook. Underline the new skills in the advanced position. Then write a goal
and three objectives for the advanced position.

File Clerk

File correspondence, cards, invoices,
receipts, and other records in
alphabetical or numerical order, or
according to the filing system used.
Locate and remove material from file
when requested. May be required to
classify and file new material.

Write a goal.

List three objectives.

a.

b.

Clerical Supervisors, Office or Plant

Supervise and coordinate activities of
workers engaged chiefly in one type of
clerical function such as typing, filing,
bookkeeping, tabulating data, etc. May
assume responsibility for completion of
work assignments by clerical force being
supervised and for the accuracy of
completed assignments.

20
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Job Keeping
Activity Sheet "I

The ability to attract people to you is achieved by good interpersonal skills. The skills involve
a positive self-image, good personality traits, and a neat physical appearance While a
comprehensive discussion of interpersonal skills can fill several books, the next three
paragraphs are presented to help you in the role-playing activities that follow.

Dev "loping a Postive Self-Image

Throughout our lives we see people we want to pattern our behavior after. For example,
we might think to ourselves: "Gee, I wish I could type as fast as what's her name." A negative
self-image can lead to feelings of jealously or cause us to just accept whatever life brings
our way. A positive self-image helps us remember that we are worthy individuals and to
try to make the best of what we have. We also need to believe that most people are
trustworthy and will accept us as we are.

Developing Good Personality Traits

Personality traits can be thought of as good habit For example, teenagers become reliable
by practicing being on time for classes and by .laving their homework ready for class.
Undesirable traits turn people oft and cause them to not want to have anything to do
with us. Examples of undesirable traits include always complaining about something,
sloppiness, and constantly making excuses.

Ma!ntaining A Desirable Physical Appearance

An attractive outward appearance dapends on feeling good inside as well as looking good
on the outside. When we feel good about ourselves, we usually stand or sit erect with our
heads up. Goud posture, in turn, makes our body work better, and we feel better. Therefore,
we can get more work done. People think we are more energetic and friendly. When we
look good on the outside, that makes us feel better and gives us confidence in meeting
and working with others.

91
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Role-playing Activities

Situation 1:
You have to stop on your way to work this morning to have air put into your left front
tire. You arrive at work later than normal and have to drive around a few extra minutes
to find a parking spot. So you arrive on your floor of the office building realizing that you
are late for work. You rush into the office pausing only to say, "Excuse me," to two people
standing in your way. You piop into your chair, exhale, and look up to see your supervisor
standing there with the new employee for your department. You suddenly realize that
you went past them without a greeting (such as, good morning), without saying the
supervisor's name (Mrs. Ford), and without your usual smile. You feel a great distance opening
up between you and your supervisor. How can you regain a "comfortable" feeling?

Situation 2:
You work in the billing department now. However, you have been taking night courses in
word processing. During your afternoon break yesterday, you finally got up enough courage
to make the acquaintance of Sally who works in word processing. Sally calls today and invites
you to walk to a local restaurant for lunch. It is warm outside. You are keeping your blazer
on today since you didn't have time to press your blouse. You make some excuse about
not feeling well and decline Sally's offer. After you hang up, you wonder whether Sally will
call again since you rejected her offer. If you could relive these past two minutes, would
you accept the offer?

Situation 3:
Peggy's desk is across from yours. Peggy has recently developed a new habit that annoys
you. You have tried to stop speaking to her hoping that she would take the hint. She thinks
you are just being m^an to her. You both like your jobs very much and both want to stay
in the department. How can you begin to let Peggy know how you feel?

92
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Job Keeping Skills
Unit Review

Directions: Provide answers fo the following questions.

1. Indicate whether the following terms are (B) business skills or (P) personal traits
by writing the correct letter in each blank.
a. dependability
b. typing rate of 50 wpm
c. spell medical terms
d. transcribe medical reports
e. sensitivity
f. insincere praise

2. Indicate whether the following concepts are positive (attracting) interpersonal
factors or negative (repulsing) interpersonal factors by circling the correct
letter.
a. trusting others P N
b. losing one's temper P N
c. talking too loudly P N
d. breaking promises P N
e. suggesting alternatives P N
f. embarrassing others P N

3. What is networking?

4. Choose one of the following ads. Write a goal and three objectives.
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ANGELICA UNIFORM GROUP
Attention. T. Wehrle

700 Postdate
St. Louls, MO 63112

An Eauol Opportunity Employer
lefty

Clerical

MAIL CLERK

A well estcblished company to
ceded In SouttNest St. Louis
county has an ertmedlote cot.
1r0 for a Moll Clerk.

This Is on entry level position
which wilt Include demo( clef.
k01 duties. and relied on swIth.
board Write or send resume In
complete conildence to

Personnel

P.O. Box 26291

Fenton, MO 63026

PW
Equal Occortunitr Employer

M/F
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Job Keer5ng

Job Keeping
Performance Checklist

Student has successfully performed the following steps *A procedure.

Job Keeping Skills Yes No Comments

1. Identified business skills needed for employment
2. Demonstrated desirable perc-ial traits ur

clerical/secretarial employs.
neat
accurate
friendly
tactful
energetic
well.organized
reliable
stable
pleasant telephone voice
followed instructions carefully and accurately
worked without supervision
positive, cheerful attitude
punctual
seldom absent
good work appearance

3. Planned for advancement:
identified possible members of a personal network
contacted network members)
developed a pl: n to improve business skills
developed a plan of goals and objectives

Student Signature/Date

2.5

SatlGractory - Should Move On 0
Repeat This Unit 0

Instructor Signature/Date
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Proofreading
Introduction

The ability to proofread well is not acquired through luck. To be a good proofreader,
you must have some general business and English knowledge. This includes knowing parts
of business letters and reports, sentence structure, punctuation, capitalization, spelling,
and use of numbers.

This may seem like a lot to learn but if you study a part at a time, you will be surprised
how quickly you can understand what to look for when proofreading.

This unit will show you the most common proofreaders' marks to use, and it will look
at punctuation, spacing rules, and procedures for proofreading copy.

Unit Objective
After completion of this unit, you should be able to recognize and use proofreaders' marks.

Specific Objectives
After completion of this unit, you should be able to:

1. Understand common proofreaders' marks.

2. Identify spacing before and after certain special keys.

3. Proofread numeric copy.

4. Proofread business letters.

Are You Ready?
Check the statement which is true for you.

I can do the above tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR

o
I want to study the information
in this unit before doing the
Performance Checklist.

TURN TO NEXT PAGE
AND BEGIN
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A. Terms and Equipment for Proofreading

Terms

1. Numeric copy material containing numbers

2. Proofreading copy checking materials for typos and other errors

*3. Proofreaders' marks symbols showing changes to be made in typed copy

4. Reference manual book containing rules for punctuation, capitalization, word
usage, word division, letter styles, grammar, number usage, forms of addresses,
abbreviations, etc.

5. Typos errors in keyboarding such as transposed (switched) letters, omitted
letters, or extra letters

Equipment

Dictionary Reference Manual Word Book



Proofreaders' Marks

Means
Delete
Lower case
Capitalize
Insert
Insert punctuation
Move circled material
to indicated point
Transpose
Close upno space
Leave space
Make a paragraph here
Run inno paragraph

Retain materials
Move to the left
Move to the right
Spell out in full
Double space

Single space

Example
Key ,y.c,
going go town
Mr. carter

necessary
We will, however, be

Outline or jot down

ita41,
proofiread
ai xcellent
end of paragraph. New one
the support team

C-They 9.,stat
proofreading-Knecessary
nThoon will be
1Taigten will they

Proofreading is necessary
for clear and effective
Proofreading is necessary

55 for clear and effective

99
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B. Understanding Proofreaders' Marks
Typed materials must be proofread or checked for typos and other cr-ors.
Proofreaders' marks are used to show where corrections and changes should be
made.

1.

___-/Q-- delete, take out this material

This typeTlinaterial is
about to be revised.

This material is about
to be revised.

2.

[. e,. or 1 lower case, do not capitalize

L
The club -gcr'esiC-dent was
absent.

The club president was
absent.

3.

capitalize, use capital letter
here_

Give your report to jim Wilson
by Tuesday. ,-_-=-:

Give your report to Jim Wilson
by Tuesday.

4.

/\ insert, add material here

crifiCe,

The manager needs our report as
soon as possible.

The office manager needs our
report as soon as possible.
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$ paragraph, start a new paragraph here

We will meet at 7:15 in
Room 2095,All executives and office
staff should bring their reports.

We will meet at 7:15 in Room 209.
All executives and office staff

should bring their reports.

6.

e" \
....... close up, leave no space between these

He will finish within
the allotted time.

He will finish within the
allotted time.

move left, move this material
to the left

= In reference to the preceeding
report, the following data should be
added.

In reference to the preceeding
report, the following data should be
added.

8.

insert punctuation, put this
punctuation mark here

We have finished our progress
report Bob is drawing the necessary
diagrams

We have finished our progress
report. Bob is drawing the necessary
diagrams.

9.

sC)
move, take this material to where
the arrow is

It is necessary therefore to take
some positive action.

,..---
It is therefore ecessar to take
some positive actiL,l.

6
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\-/ transpose, reverse the order of
these letters or words

I did not yet retke the shipment
of computer paper which was las
week.

ordered
I did not yet receive the shipment
of computer paper which was ordered last
week.

11.

retain materials, do not change
this materialSki

Please complete the enclosed
form and return it to me by
September.4r-77 5 k--1;

Please complete the enclosed
form and return it to me by
September 17.

12.

run in, no paragraph, do not start
new paragraph hereC----

We will be providing inservice
sessions later.---)

We will be providing inservice
sessions later. The person in charge
is Bill Smith.C_The person in charge is Bill Smith.

13.

4# space, insert a space here

Mr. Bob Johnson 's on vacation this
week, but he ma

/\Vbe in the office
on Friday.

Mr. Bob Johnson is on vacation this
week, but he may be in the office
on Friday.

14.

..,move to the right, move tl-'D
material to the right

HaT/iit received the weekly sales
reports, we are preparing a
composite analysis of sales.

Having received the weekly
sales reports, we are preparing
a composite analysis of sales.
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spell out in full, do not abbreviate

These booklets should be mailed to
each doctor in Newton, 4E)

These booklets should be mailed to
each doctor in Newton, Missouri.

SS single space, type this single spaced

The following tasks must be

completed by FAay: schedule

the committee meeting, gather

The following tasks must be
completed by Friday: schedule
tthe committee meeting, gather

DS double space, type tnis material
double spaced

When provided with a list of
prospective customers, we will
computerize a mailing list and print
out the necessary labels.

When provided with a list of

prospective customers, we will

computerize a mailing list and print

out the necessary labels.

DO SKILL SHEETS 1 AND 2
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Proofreading
Skill Sheet 1

Directions: Match the proofreaders' marks to their meanings by writing the letter for the
correct meaning in the space next to the proofreaders' mark.

1. f a. delete
2. SI. b. close up
3. \..1 c. move right
4. /\ d. move left
5. ___,-. e. move
6. 1 f. reverse (transpose)

7. C g. insert (add)
8. h. run in (no paragraph)

Directions: Write the correct proofreaders' mark in each space provided below.

1 lower case (do not capitalize)
2 upper case (capitalize)

3. insert a space
4 start a new paragraph
5 do not change
6 spell out (do not abbreviate)
7 single space

8 double space

104
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Proofreading
Skill Sheet 2

Directions: Type the following story, making all of the changes indicated by the
proofreader's marks.

Ham Moments With Si yg Andrew=

7;fen enjoy time spent with little children because they are so natural.

For example, when Sven Andrew was about three years old, he stayed in the

bathroom for a while longer thanPUsual. (little ones love to play with the

paper in the bathroom.) I thought to myself, he is just pulling paper offfl

for 040'11 let him pull off papPr to his heart's desireti3ne roIrcan:t

hurt. rjut soon he Ne into the kitchene r d on pajlAl that covered
41'

%.1 A A A A

him from shoulders to toes. There seemed to be quite a bundle inside his

pajamas. "look, Mommie," he said. "See mlAottontail. I' ma bunn
4

A

Whqn wenlindrew was about() old, he watched verfy quikey one day
as AI shell0 pecans. this time I "' cid ntly" let one she ed half get

e t8 him hoping at heruld pick upPexamine it, "and ask question0
He surprised me. )

He pillped it into his mouth

hully Ater between the ridges.

Ilm
v0"

mommie, there's a skunk
Ss" A

began chjrng before I had cleaned the
A

1.")
Quic ly he spitL5A)Itt morsel' exclaiming,

in my mouth!"cPWhen Svenas in the first

.0.

Ade, he brought home a paPlet about plants. seen had not read through

Vlegireddi4hlet. I was reading it ovlbOand said, "SvenAit says here that

if you put a sweet potato in water, you get lqA of leaves." I read a

little farther. "Sven itiitts here that (0) you put a pineapplotin water,

it..
°
"
A
"Don't tel

el

A

1 Ye- said indicating by his tone that )(didn't want

to be disturbed further his t "you get a pine tree3'
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C. Guidelines for Spacing and Special Keys
When preparing business correspondence and other typed materials, it is
important to know how to type special symbols and what spacing is needed for
them. Here are some spacing guidelines for frequently used punctuation marks
and symbols.i

1. Colon :

Leave 2 spaces after a colon.

2. Period .

Leave 2 spaces after every
period (or other end of sentence
punctuation such as question
marks or exclamation points).

3. Comma ,

Leave one space after every
comma (except when it is used
in numbers).

4. Hyphen
Do not space before or after a
hyphen used to divide a word.

5. Dash
Do not leave a space before or
after a dash.

6. Quotation marks
Surround the material being
quoted with quotation marks.

We need to order the following
supplies: white bond paper, letterhead,
and envelopes.

The meeting will start at 5 o'clock. We
will adjourn at 10 p.m.

Our president, Mr. Jameson, has asked me
to send you an application form.

We are sponsoring a two-day meeting.

We will be there--unless the conference
runs late.

His comment was, "Of course, we will still
have the meeting."

13 106



There will be a 5% increase in shipping and
handling charges.

7. Percent 0/0

Do not space between a number
and a percent sign.

8. Dollar sign $

Cent sign C

Do not space between a dollar
sign or cent sign and the
number.

9. Telephone numbers
These may be typed with
parentheses or hyphens.

10. pound symbol It
Do not space between the
pound symbol and the number.

11. Number nr No.
Numbers rii,:7 be indicated with
a # or abbreviated as No. and
followed by one space.

12. Decimal point .

Do not space between a decimal
point and the number.

WILL SHEET 3

A fee of $25.50 will need to be collected.

1 (918) 555-1212 or 1-918-555-1212

16# bond paper

#72 or No. 72

S14.25
8.36
.79

14
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Proofreading
Skill Sheet 3

Directions: Use proofreaders' marks to show the correct usage and/or spacing before and
after the special keys used in the following sentences. If a sentence is correct, place a "C"
in the answer blank provided. Check your work with the answer key. Then, type all the
sentences in correct form on a sheet of paper.

Hyphens

1. Most calls should be placed on a station - to station basis.

2. Each is staffed by factory -trained people who know our calculators.

3. Each letter will include a two- to three-page brochure.

Telephone Numbers

4. If you have a question about our product, call us at 1 800 222-1000.

5. Her telephone number is 307-989-2301.

Money

6. Enclosed is our check for $776. in payment of your fee.

7. The price will increase from 30 cents to 42 cents.

8. The prices ranged from $ .95 to $1.09 per ounce.

Quotations
9. He said, That is all".

10. The assignment was to read the chapter entitled" Skin Care."

108
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Percent
11. We pride ourselves on helping our clients cut costs by 40 percent.

1980 1985 Percent of
County Census Census Increase
Bloomfield 200,000 250,000 25%
Appleton 100,000 110,000 10
Sweeton 300,000 300,000 0

Number and Symbol Sign
13. Unit

Quantity Description Price Total
8 reams 20 bond paper 2.25 18.00
6 reams 16 ditto paper 1.25 7.50

14. Our model No. 118 delivers up to 150 copies per minute.

109
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D. Guidelines for Proofreading Numeric Copy

If you make an error involving a misspelled word, you can usually understand
the meaning anyway. However, a mistake in numeric copy can change the
entire value of the material. The following guidelines can help you check
numeric copy.

1. Check each number carefully, digit
by digit.

2. Read long numbers in groups of two
and three.

For example,

"2876497283" could be I ead as "28"
"764" "97" "283."

3. Lay a ruler on the original copy to
guide yourself as you proofread each
line.

1985 Percent of
Census Increase
250,030 25%
110,000 107.
300,003 0 7.

lfd
1 (1 1 1 , 1 5 1 7

I
t Total

25 1800
1.25 7.50

1985
Census
5.030

12100,003

300.000

Unit
Price
2 25
1.25

Percent of
Increase



i

4. Make sure columns of numbers
line up evenly on the right.

5. Having a ccworker read numbers
aloud as you silently proofread your
final copy is a good way to check
numeric copy.

6. Verify computations.

273!
897,4061

3,870;

Common Errors in Numeric Copy:

Misplaced decimal points

For example,
98.6 should be 9'

Misaligned numbers

For example, the decimal in
7.3 should be aligned with the
decimals in the other numbers

Transposed figures

For example,
62.73 should be 62.37

Wrong numbers

For example,
57.84 should be 57.83

Wrong symbols

For example,
059.40 should be $59.40

DO SKILL SHEET 4

$25.38
49.23

98.6
21.49

$25.38
49.23

9.86
21.49

98.6
7.3

4.0

98.6
7.3
4.0

$23.01
42.29
62.73
57.84

$23.01
42.29
62.37
57.84

$16.11
$57.84
$29.38

$16.11
$57.83
$29.38

059.40
$38.01
$ 6.11

$59.40
$38.01
$ 6.11
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Proofreading
Skill Sheet 4

Directions: Below you will find a list of products that appeared in a catalog. A purchase
order has been prepared to request some of ti 1, products. Proofread the purchase order
to make sure it has been prepared correctly. Use proofreaders' marks to correct any errors
that you find on the purchase order.

OFFICE SUPPLY CATALOG

Removable Transparent Tape
B30-591, 1" wide tape
B30-590, 3/4" wide tape

Book Tape
B30-420,1 1/2" wide
B30-421, 2" wide

Masking Tape
B36-305, 1/4" wide
B36-307, 1/2" wide

S5.75 ea.
S4.35 ea.

53.00 ea. S2.90 ea. for 6 or more
S3.99 ea. S3.89 ea. for 6 or more

S1.15 ea. 51.10 ea. for 12 or more
S1.51 ea. S1.45 ea. for 12 or more

PURCHASE ORDER

Quantity Description Unit Price Total

5 B300591 removable transparent
tape, 1" wide

5.75 28.70

6 B40-320 book tape, 1 1/2" wide 29.0 17.40
1 B30-421 book tape, 2" wide 3.99 3.99

12 B36-305 masking tape, 1/8" wide 1.01 13.20
10 B36-307 masking tape, 1/2" wide 1.52 15.20

74.50
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E. Using References

References are books which contain useful information. There are many types
of reference manuals. References that are helpful when proofreading include
dictionaries, grammar or style handbooks, and word books.

1. A dictionary can be used to check the spelling of words and the way to divide
words. The dictionary can be used to find the meaning of a word to make sure
the word is used correctly. Words are listed in a dictionary in alphabetical order.
NOTE: There are dictionaries for special areas, such as medicine, law, and
engineering.

A dictionary entry gives such information about a word as:
a. how the word is spelled
b. how the word is divided into syllables
c. how the word is said (the pronunciation)
d. what part of speech the word is (noun, pronoun, adjective, adverb

preposition, conjunction, interjection, etc.)
e. how to spell the plural form of the word
f. where the word comes from (its etymology)
g. what the word means (definition)
h. what other words have the same meaning (synonyms)

® ® ® e ®

® )`-`dif fi.cql.ty (dif/i -kal-) n.,pi. -ties [ME. & OFr.
difficztlte < L. difficultas < difficilis, difficult < dis-, not +
faci/is, easy: see FACILE] 1. the condition or fact of being
difficult 2. something that is difficult, as a hard problem
or an obstacle or objection 3. trouble, distress, etc., or a
cause of this 4. a disagreement or quarrel in difficulties

). SYN.difficulty is applied to anything hard to contend with,
in distress, esp. financially

without restriction as to nature, intensity, etc. [a slight difficulty,
great difficulty. 1; hardship, stronger in connotation, suggests suf-
fering, privation, or trouble that is extremely hard to bear [the
hardships of poverty]; rigor suggests severe hardship but further
connotes that it is imposed by external, impersonal circumstances
beyond one's control [the rigors of winter); vicissitude, a bookish
word, suggests a difficulty that is likely to occur in the course
of something, often one inherent in a situation [the vicissitudes
of political life]"*

*Webster's New World Diction. 1984 ed.
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2. A word book (or quick reference) shows the correct way to spell and divide
words. This reference is shorter and can be used more quickly than a dictionary.
The word book does not have as many words or as much information as a
dictionary. Words are listed in a word book in alphabetical order.
NOTE: There are word books for special areas, such as medicine and law.

diary di gest ible
dia tribe di ges tion
dichot o my 1i ges live
dic ta dig it
dic late dig i tal
dicta lion dignified
dic ta for dig nify
dicta to ri al dig nitary
dic lion dig ni ty
dic do nar io di gress
dic do nary digres sion
dictum diap i date
di dac tic di lap i dat ed
di electric di lap i da lion
die sel dila to tion
di et di late
di etary di la lion
di etet is dil a to ri ;leis
dietetics dil a to ry
dif fer dilem ma
dif fer ence cid et tante
dif ;er.ent dil igence
dif In en tial dil i gent
diffeen ti ate di lute
differ en li a lion drlu lion
dif fi cult dien sion
dif fi culties di min ish

di min uen do
dif fi dente dim i nution
diffident di minu five
dif frac thin dim ity
dif fuse dim mer
dif fu sinn dimness
digest

dim ple
diner
dinette
din ghy
dingy
din ner
dinner ware
di no saur
di oc e san
di o cese
di ode
di ora ma
diph the ria
diphthong



Clerical/Secretarial Supplementary Units

Proofreading

3. A grammar or style handbook can be used to find rules for grammar and
punctuation and guidelines for writing effectively. To find information in this
type of handbook or manual, you will need to use the table of contents or the
index.
NOTE: Many different grammar and style handbooks are available. Check
to see which handbook or manual is acceptable for use in your office.

Standard Style Manual

Table of Contents

Chapter One: Punctuation
Apostrophe 1
Brackets 2
Color. 3
Comma 4
Dash 7
Exclamation Point 9
Hyphen 10
Parentheses 12
Period 13
Question Mark 16
Quotation Marks 17
Semicolon 19

Chapter Two: Capitals, Italics, and Quotation Marks
Beginnings 20
Proper Nouns 22
Pronouns 26
Adjectives 29
Other Uses of Capitals 32
Other Uses of Italics 34

Chapter Three: Plurals,
Plurals

Possessives, and Compounds
36

Possessives 39
Compounds 42

Standard Style Manual

COMMA

Comma 4

The comma is the most frequently used punctuation in English. It
is most commonly used to separate items in a series and to set
off elements within sentences. Within these two broad
categories, there are a great many specific uses to which commas
can be put. Most common uses of the comma include:

Between Main Clauses
With Compound Predicates
With Subordinate Clauses

and Phrases
With Appositives
.ith Introductory and

Iiiterrupting Elements
With'Centrasting Expressions
With Items in a Series

With Compound Modifiers
In Quotations, Questions,

and Indirect Discourse
With Omitted Words
With Addresses, Dates, and

Numbers
With Names, Degrees, Titles
In Correspondence
Other Uses

BETWEEN MAIN CLAUSES
1. A comma separates main clauses joined by a coordinating

conjunction (as and, but, or, nor, and for).

DO SKILL SHEET 5
11 5D0

ACTIVITY SHEET 1
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Proofreading
Skill sheet 5

Directions: For each of the situations described below, tell what type of reference could
be used to find the needed information. Some items may have more than one correct
answer.

Possible answers include:
dictionary
word book (quick reference)
grammar/style book

1. To check the spelling of a word

2. To find out the correct way to use a comma in a sentence
that lists several items

3. To find out how to divide a word at the end of a line

4. To find out what a. word means

5. To find the correct way to use quotation marks

6. To find another word with the same meaning

7. To find out whether a word is an adjective or an adverb

8. To find out when to use italics

9. To decide whether to use a dash or a colon

10. To find how to spell the plural form of a word

116

25



Clerical/Secretarial Supplementary Units

Proofreading
Proofreading

Activity Sheet I

Directions: Use a dictionary, word book, or grammar/style handbook as indicated to answer
the following questions.

1. Use a word book (quick references for spelling and word division to find the
correct way to divide these words.
Example: difficulty dif-fi-culty

population
eventually
recognizable
advantageous

2. Use a word book (quick reference) for spellilln and word division to correct the
spelling of these words.
Example: difikulty difficulty

expedient
refered
conceed
developement

3. Use a dictionary to find the correct way to spell the plurals of these words.
Example: difficulty difficulties

tomato
mother-in-law
crisis
alumnus

4. Use a grammar/style handbook to find the information requested.
What is the abbreviation for "trademark"?

What is the abbreviation for "Master of Education"?

Are the names of the seasons capitalized?

What is the rule for expressing amounts of money that include mixed amounts
of dollars and cents?

How is the possessive of a proper name ending in "s" (for example, Jones)
written?

117
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F. Guidelines for Proofreading Letters
In order to insure that your typed letters are mailable, it is essential that they
be proofread very carefully. Usually this will involve reading each letter three
times, checking for certain types of errors during each reading. The guidelines
below explain each step in the proofreading process.

1. First Reading - Check the accuracy of all words and numbers. Common errors
include:

Misspelled words Omitted letters Spacings

Capitalization errors Transposed (switched) letters Repeated letters

Numeric copy

Asziza&L2(1)_111'6

a/Audil_PiDnAg-
4),nzuhrl;.di

Ote--Jd4Arar-1 711021,309e-

liktaA. caniv--

4241(21/1
demAlinattatt;(,.II -tone_

oAdeA, /

11,4

loia4A-4e fira4 kokittfleiv1-.
04- /Ler,/ eitmA. tA,_

-iv

Allf MARA,-/
( -ae 64 )ralti;17 306 .00

5o.00

Akt4a../414e
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December 1986

4. Maxwell Jones
vi Industrial drive
Crossways. MO 63092

Dear mr. Jones
.-

Your ordf has been shipped via pited Parcel Service you should reg5Ove
it in time for your companys delenstration session scheduled for Janua-
ry 19.

The order was delayed because your original gchase order is miS6placed.
we found it filed with the backorders).16 regO because of t i error
the inconvenience to you.

She equipment you ordered is no .son sal or 20j off tp regular price
e,

Therefore. you will be billed 6,306.00 instil of $4so.,po Copies of yo-
ur/purchase order and invqce.

Sincerely;

Doris Vanstone

klm

Ebilosures
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110 2. Second Reading Check the letter again for errors in grammar. Look for
errors in:

Punctuation

Grammar

Incomplete sentences

Incorrect word divisions.

Uezenber lam, iyos,

J. Maxwell Jones
Tn Industrial drive
Crossways. HO 63092

Dear rnr. 17gones.t

Your ord( has been shipped ylajanited Parcel Servicekou should reo58ve
it in time for your =pan* denftstration session schtduled for Janud=pry 19.

beyThe order was delayed because your original 1Pcbase oderfrks mi5paced.
(we found it filed with the backorders)NAre re* because Of t*i error

44.Y4inmnveni^nce to you.

.the equipment you ordered is nmon salJfor,26: off tpp regular priceA
'Therefore, you will be billed 306.00 instil of $450.0% Copies ofyeb?your/purchase order and inv40,1ri'lmclosca.

Sintercly

Doris vanstone

klm

Etilosures

120
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3. Third Reading Check the letter for meaning. Be sure that:

Overall tone is positive

Statements make sense.

asa

106AO(
u.

_ -

December ig2J, 1986

4. ,Maxwell Jones

4113 Industrial drive
Crossways. 110 63092

Dear fir. Jone Ie'

Your ord? has been shipped ;Maypited Parcel Servicemou sould redlive
it in time for your compaw deaftstration session seaduled for Janui=

Fry 19.

The order was delayed because your on
Lie found it filed with the backorders
the inconvenience to you.

she equipment you ordered is noon saltfor26a off tbp regular priceA.
Therefore. you will be billed 306.00 inst of $450.J04 Copies of yo-s3

'our/purchase order and inveictri'icKctoscil

inal gOase orderex mi laced.
Awe regret because of ti ti error

Sincerely

Doris Vanstone

klra

Epilosures
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December , 1986

OMaxwell Jones
Industrial drive

Crossways, MD ` 63092

Dear mr. Jone:

Your ordk has been shipped via snited Parcel Serviceyou should regOve
it in time for your company, deftnstration session schbduled for Jana:

dry 19.

t'

evt-

The order was delayed because your original Prr-chase order mi laced.

we found it filed with the backorders regift because o tklierror
the inconvenience to you kY ---

.the equipment you ordered is noon salifor J20e, off tpp regular priceA
Therefore, you will be billed $.306.00 instO of $450.J9A Copes ofle4.4

yeurfpurchase order and invcicereAdostcl

'I

A

Doris Yanstone

orporib.m.11.3 la do kcslp.ess )

to'ilk you 71,,Jk )rout. ,

klm
for fills order ,

......-
Eipilosures

DO SKILL SHEET 6
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Proofreading
Skill Sheet 6

Directions: Follow the steps of procedure for proofreading letters as you check this typed
letter against the writer's original copy. You may wish to use references to aid you in
checking spelling and grammar.

1. During the first reading, use a blue ink pen to place the proofreaders' marks
in the correct places. Check for:

Spelling and typing errors
Verify the data and dates

2. During the second reading, add proofreaders' marks with a No. 2 pencil.
Check for:

Grammar
Punctuation
Complete sentences

3. During the third reading, add proofreaders' marks with a black pen. Check to
see that:

Overall tone of the letter is positive
Letter makes sense

35
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Proofreading
Skill Sheet 6
Writer's Original Copy

4 /9g4

acs mini.:

nA1 azd rinvmunire /441 LtAG Awr;ny cL
kib

PIMAP L v weciet., athAvf,$), ailLe tovie-see
gartZT: will (,c 4.0 667f)4,9j-nm api-v4KiAt-6,-011/0

-T-5.geovi R7 EV-4e Crvccndeall., 71aftrixhi

szaptiAnat, 6taya.

co,f) P1/2A;m6 ;AA. Az-r-

7710141-,_ Ziez,vit. 3 arra 07-ca.aday JiaAA

P.14:0-ge 50-ep

,4,1a&clA 7hwt.siziag Auck4-4)tdal 416,047 rotWar:Lt.:7cl

5e,
"Ornd fia.A4 g ra" -6 gp.m.

/tdo,144 4 T4.m. 1, ?1,41.

Oa 0),11 Ilialvd 5 0 a.m. 10 7p.ni .
litahr,A MIA. 410 F ern.

--21batz. agia 7 10 1 .in . 4 ? p.m.ard144,
/1/ /0 a.m. 4 6 9 an .

ten4 leturaizeg te) SeelAy r,

5."&ti22114.,,

.///a/74
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Proofreading
Skill Sheet 6

Typed Letter

February 10, 1896

Dear Customer:

We are pleased to announce that we will be having a sale beginning April 3.

Please give special attnetion to the enclosed map. The sale location will be the Colonial
Inn Convention hall at 1-55 and Route B, Cape Girardeau, MO.

We will have e large selection of home furnishings, as well as a large selection of sporting
equipment

Enclosed are tickets for our private sale days.

Two Private Sale Days

Mon., March 3 and Tues., March 4

Four Public Sales Days
Wed., March 5; Thurs. March 6, Fri., March 7, & Saturday, March 8

Store Hours

Monday March 3 8 a.m. to 8 a.m.
Tuesday March 4 8 a.m. to 8 p.m.
Wednesday March 5 1C a.m. to 8 p.m.
Thursday March 6 10 am. to 8 p.m.
Friday March 6 10 a.m. to 8 p.m.
Saturday March 8 10 a.m. to 5 p.m.

We look forward to seeing you again.

Sincerely,

Frank Hayes

cmr

Enclsures
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Proofreading
unit Review

Directions: For each symbol in Column 1, choose the correct definition from Column 2. Write the correct
letter in the spaces provided.

Column 1 Column 2

1. Q A. move to the left

2. C_ B. leave space

3. .7% C. delete

4. A4 D. spell out in full

5. $0-4, E. insert punctuation

6. F. move circled material to indicated point

Directions: Proofread the following expressions for correct punctuation and symbol usage. If the expressions
are correct, enter a "C" in the space provided. If the expressions are incorrect, place proofreaders' marks
at the appropriate places.

7. If you are in a hurry, just drop the card in the mail today.
8. Accordingly we have updated the ledgers.
9. Therefore, the tickets were printed yesterday.

10. It has child - proof hinges.
11. Your ideas increased our sales by 20%.
12. You will hear a "beep".
13. Just call our branch at 314 552-1441.
14. For as little as $30.00 a day, you can rent a lodge.

Directions: Place proofreaders' marks in the following letter.

May 7, 1986

The Office Place
558 Poplar Avenue
Poplar Bluff, MO 63901

Dear Bill,

Please send the following products by UPS.

goon Ity Catalog No. Description Price Total
6 818.523 letteize desk tray $2.50 ea. 515.00
2 8180524 legalsize desk tary $4.25 ea. 8.50

To cover the costs of shipping and handling my check for $25.23 is enclosed.

Sincerly,

angf or d
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Proofreading
Performance Zhecklist

Student has successfully performed the following steps of procedure.

Proofreading Tasks Yes No Comments

1. Interpreted proofreaders' marks
2. Used secial keys correct!
3. Used correct spacing with special keys
4. Proofread numeric copy by comparing numbers with

original
5. Proofread numeric copy by checking for:

misplaced decimal points
misaligned numbers
transposed figures
wrong numbers
wrong symbols

6. Verified computations in numeric copy
7. Used references appropriately:

used dictionary
used word boo!:
used grammar/style handbook

8. Proofread a letter, checking for:
misspelled words
capitalization errors
omitted letters
transposed letters
correct spacing_
repeated letter

9. Verified data al .1 dates in letters
10. Checked letter second time for:

grammar
punctuation errors
complete sentences
word divisions

11. Proofread letter third time for:
overall positive tone
meaningful statements

Satisfactory - Should Move On
Repeat This Unit

Student Signature/Date Instructor Signature/Date

127
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Typing Letters
Introduction

Millions of letters, memos, and other forms of business correspondence are maled
each year. An office worker's ability to produce mailable correspondence rapidly is, therefore,
a very important skill.

This unit provides information about correcting errors, provides a review of margin
settings, and shows techniques for estimating the length of business letters.

Unit Objectives
After completion of this unit, you should be able to demons .rate skills needed when
producing business letters.

Specific Objectives

After completion of this unit, you should be able to:

1. Estimate the length of the body of a handwritten letter.

2. Estimate the length of the body of a taped letter.

3. Determine appropriate margin settings.

4. Plan the correction of errors using techniques of cover-up, lift off, and delete.

Are You Ready?
Check the statement which is true for you.

I want to study the information
in this unit before doing the
Performance Checklist.

AND BEGIN
TURN THE PAGE

Fl
I can do the tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR

1129
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A. Terms and Equipment for Typing Letters

Terms
1. Average letter letter whose body contains a word count of between 101 and

300 words

2. Code key a key such as "CONTROL" which must be held down when striking
another key to perform a specific function

3. Long letter letter whose body contains a word count of more than 300 words
(Sometimes a second page of paper is needed.)

4. Position Indicator a pointer, lighted bar, or cursor which helps you to know
where you are horizontally on a page

5. Short letter letter whose body contains up to 100 standard words

6. Standard word a set of five letters, spaces, numbers, or symbols (Word count
in the body of a letter is figured in this manner: All strokes in the paragraph
are counted, added together, then divided by 5.)

Equipment

Index Strip

Correction Fluid Correction Tape

130
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Cover-Up Tape

Lift Off Tape

Lift Off Ribbon
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IBM Selectric Typewriter
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7

OLYMPIA
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Olympia Electronic Compact

Apple He

4

IBM Personal Computer
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B. Steps for Estimating the Length of a Letter

Learning to estimate the length of a letter helps in determining margin settings
and may save retyping/reprinting. Refer to the following letter (Letter A) as you
follow the steps for estimating the length of a handwritten letter.

1. Count the number of words in
the first full line of the body of
the letter. (Letter A shows nine
words in the first line.)

2. Count the number of lines of
handwriting in the body of the
letter. (Letter A shows nine lines
of handwriting.)

3. Multiply the words per line times
the number of lines. (Letter A
shows 9 x 9 or 81 words.)

4. Since Letter A contains
approximately 81 words, margin
settings for short letters should
be used.

Letter A

ll. 42gock
_t_g_2254

.Z._x___et

--IVALni.e:3'___T._atsl-ms4L14,
_ 1 aLkti.4.21ttiZCItEg44.----

-Ld0U, l;ri- pZacc_s9AAt422uriarts___
__

I

¢21Yemaitt ad, F /al S3.
,17

___._ 171ate:),_am.1111laia;daA,A1:o.i._

1,-4/2;HglaMIC-
5Z4

______ 214-727aZzI2Z4,

Margin Settings (NOTE: LM Left Margin; RM Right Margin)

Word Count in Body
Up to 100 Words (Short)
101 to 300 Words (Average)
301 or More Words (Long)

DO SKILL SHEET 1

12 Pitch
LM25 RM80
LM20 RM85
LM15 RM90

132
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10 Pitch
LM22 RM67
LM17 RM72
LM12 RM77
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Typing Letters
Skill Sheet I

Directions: Study each letter and answer the questions about it.

1. How many words are shown in the first line of the body of Letter B?

2. How many lines of handwriting are shown in the body of Letter B?

3. Multiply the answers from
questions 1 and 2 to find
the number of words in
the body of Letter B

4. Margin settings to be used
for Letter B are those of
a. a short letter
b. an average letter
c. a long letter

Letter B

0-124447- r;

pony. Awl
32/ 5414# It6 sr+

Alpirn No h1,A7

., //SA SivituAr. --42/~1.71;A crts4/1(Aeje 4 k
raft ;,1,04/74a p/L47;,:iirtrio 140 R514. rm"...

. . a

/24n _ta.4244/ na, p.frwit/.7`;,24 &ten Pi9I-400 -tertA

4,Ari prten, and Atimn_ Af., A

lithibitsd 4.14./4010;ett pew' /101.7"
Yl-4211/14Va.2.ZzadssAtLacintinyceutcy_46210.254101,

/..
1-04 shrder71; r.rie/14

hoz-n:1 a_er

s ; a .. .
ru.jjaktLjdzLttipaili_sejottaat,
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Letter C

.4tp f2,3

Afifr,140_,

ar, 14.4

,
4

. /
Ate 4, tAri

. 14 4 4.1.4

0 00 , > ; I.
I. 4 104

/I

/

/Oa

V 4tl- rti.A.1 411 tip AW trtAtrt
triWveti

5. How many words are shown in the first line of the body of Letter C?

6. How many lines of handwriting are shown in the body of Letter C?

7. Multiply the answers of questions 5 and 6 to find the number of words in thebody of Letter C.

8. Margin settings to be used for Letter C are those of
a. a short letter
b. an average letter
c. a long letter

134
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C. Steps for Estimating the Length of Taped Correspondence

1. Obtain the index strip which accompanies the tape to be transcribed.

Letter

0

Correct

. I. . I

5
1

. I. .

10 15

Date:

20 25 30

Ref:

2. Look for the marks which indicate the end of dictation for individual pieces of
correspondence.

1

Letter

0

Correct

5 1

le 5

10 15 20

Date:.

25 30

Ref:

3. Determine the amount of time used to dictate correspondence. For example,
the index strip shown here indicates that the first letter took two minutes to
be dictated; the second letter, three minutes; the third letter, two minutes; the
fourth letter, one minute; and the fifth letter, about a minute and a half. The
remainder of the tape was not used.

FIRST SECOND THIRD FOURTH FIFTH LETTER UNUSED PORTION OF TAPE

r"V-4--)--1*--) le;-- _}" 1
Letter

0

Correct

1

1 10 15 20

Date:.

25 30

Ref:

4. Apply these guidelines to determine margin settings.

Margin Settings
12 Pitch 10 Pitch

LM25 RM80 LM22 RM67
LM20 RM85 LM17 RM72
LM15 RM90 LM12 RM77

Length of Time Use Margin Settings For
Uo to 1 Minute Short Letters
1 to 3 Minutes Average Letters
More than 3 Minutes Long Letters

DO SKILL SHEET 2
9

ivy
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Typing Letters
Skill Sheet 2

Directions: Study the index strip below and circle the appropriate type of margin setting
for each letter.

Letter

0

Correct

,

1

. .

i I

.
-.110

S. . Date:

15 20 25 30Esi

Ref:

1. first letter short average long

2. second letter short average long

3. third letter short average long
4. fourth letter short average long

5. fifth letter short average long

1 '3 6

11



S D. Steps for Setting Letter Margins

1. Assemble equipment.

pa="52WM""2"-

(-4

Typewriter

Clerical/Secretarial Supplementary Units

Typing Letters

Typing Assignment

To determine the margin settings for letters.. .

2. Study the placement table
shown here.

Stationery

Margin Settings
Word Count in Body 12 Pitch 10 Pitch

Short letter: Up to 100 Words LM25 RM80 LM22 RM67

Average letter: 101 to 300 Words LM20 RM85 LM17 RM72

Long letter: More than 301 Words LM15 RM90 LM12 RM77

NOTE: LM is left margin, RM is right margin.

3. Estimate whether the letter is
short, average, or long by
counting the number of words
in the first line and multiplying
that number by the number of
lines in the body of the letter.

137
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Letter A

II
1

-15^-4.141n. 4_21th4
Pme_44,44._to;

L/xf...,.r.inialiatly2g0 437,i

---Z(..A.2.t..71114.te

__:::4(...n...r.r..1-xkm.../.4ammeritoora.matzuAlia,
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4. Procedures for setting margins vary, depending upon the type of equipment
used. Illustrations for four brands of equipment are shown on the following
pages.

To set margins on the IBM Selectric. . .

1. Press in gently on the left
margin stop and slide it to the
number indicated on the margin
pitch scale.

2. Gently press in on the right
margin stop and slide it to the
number indicated on the margin
pitch scale.

70 75
I I I I

I I I I I I Iil 90

V

To set margins on the Olympia Electronic Compact.. .

1. When the motor is turned on,
the indicator moves to the
preset left margin of 24 for 12
pitch.

MI..

IS 30 0

IL 24

/0 20

14 138



2. If a different setting is needed,
press the margin release key and
hold it down while the
backspace key is pressed.

3. Backspace to the desired
number on the margin pitch
scale.

4. Release these keys.

clerical/Secretarial Supplementary Units

Typing Letters

'5
/2.
/0

3o
2_4-

;..0

15
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5. Press the "Mar Left" key.

6. To set right margin, space
forward until the indicator is on
the number desired for the
right margin.

7. Press the "Mar Right" key.

7 malgij
nanILRELO

0j> TAB
LEA

Cr.eassa.

TAB
SET

INDEX
REV

INDEX

%MEW

105 1.2.0

r4 96
70. ... 10

111

RMAR O MA
LEFT /
1111111IW

P

inattRELO

.1//n111M\

REV
INDEX EXIND

Lula]OP I

TAB
SET
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To set margins on the Apple Ile,
Applewriter program.. .

1. Type the following commands
before typing the letter:

Control V
Escape
Shift E
Control V
Return

2. You will then see E on your
screen.

3. Type these margin commands:
.lm 20
.rm 85

Clerical/Secretarial Supplementary Units

Typing Letters

1

E

E
.1m20
.rm85

141
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To set margins on the IBM PC,
Peachtext program.. .

Type the following command:
.Im 20, .rm 85 .1m20,.rm85
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E. Steps for Correcting Typing Errors Using Techniques
of Cover-up, Lift Off, and Delete

1. Assemble equipment.

DO

Typewriter

Word Processor/Monitor

Cover-up Tape Lift Off Tape

Correction
Fluid

DEL j

Delete Key

143
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Correction
Tape



To correct errors by using cover-up tape or lift off tape.. .

1. Using the cylinder knob or reverse index key, turn the platen to the line that
contains the error.

Platen

Sari Dow
ttt. tJ.., SI. MI

tt,; ..d1 rwww

4.4 114 04.4

Cylinder Knob

1
glINSIDIMME9

Space Bar Backspace Key Reverse Index Key

2. Use the space bar, the express
backspace key, or the backspace
key to help in locating the error.

20 144



3. Insert the cover-up tape or lift-
off tape behind the typewriter
ribbon and in front of the
typing paper.

NOTE: In this example
seperate should be separate.

4. Hold on to the tape with one
hand as .you type the incorrect
key again.
NOTE: Do not :;,p.; die tape
to fall into the typewriter.

5. Take out the cover-up tape c,'
lift-off tape

.,......, ,

Clerical/Secretarial Supplementary Units
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//7}\( TP

is were sent und sep rat cover. You sh
h of February.

71
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6. Check to see if the error is
blotted out completely or has
been lifted off completely. If
not, repeat the procedure.

7. Backspace once.

8. Strike the correct key.

sep rate

146
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9. Backspace and strike the correct
key again if necessary to make
the type as dark as the other
letters.

10. Press the space bar and the
index key or the return key, if
necessary, to locate the point
from which to continue typing.

Clerical/Secretarial Supplementary Units

Typing Letters

separate

To use the lift off ribbon to correct errors.. .

1. Stop typing as soon as you
realize an error has been made.

NOTE: In this example, "feel"
should have been typed
"fell."

It 7



2. Backspace to the letter just to
the RIGHT of the error.

3. Press the correction key.

4. Type the incorrect letter. The
lift off ribbon pulls the incorrect
letter off the page and the
typewriter stays on that space.

NOTE: Some typewriters have
a memory and will
automatically type the
incorrect letter as soon as the
correction key is typed.

24
148



5. Type the correct letter.

6. Space forward and continue
typing.

To use the delete key to correct
errors on a microcomputer . .

1. Use the arrow keys to move the
cursor to the letter just to the
right of the error.

2. Press the delete key or Del key
which removes the incorrect
letter from the screen.

Clerical/Secretarial Supplementary Units
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Delete

APPLE lie IBM

149
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)

3. Insert the correct letter by
typing the correct letter (Apple
Ile and Applewriter program).

4. Or, insert the correct letter by
pressing the insert key and then
typing the correct letter (IBM PC
and Peachtext program).

Apple

IBM

150
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To correct extensive errors using correction fluid or correction tape.. .

NOTE: Correspondence must be photocopied and mailed and the original kept as
a file copy if it is corrected in this manner.

1. Using the cylinder knob or index key, turn the platen so that the erru1
is clearly visible.

.1 us utionots mt 1010, seentlo 1[1011
taw go Po OA IM7.

wftlw

Hem oil 011.1 I, jell...

1111.111/4 ."..r.a! 114.111111.1

111111110110111111111111111111111alseassessesstiosiasiliesesseiseassisime
. =I ., woo. it 2 2 1, er. 1., .. . OW!
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2. Pull the paper bail forward.

3. Apply thin coats of correction
fluid to the error (dab, don't
brush) or cover the error with
correction tape.

4. After the correction fluid is
completely dry, turn the cylinder
knob to roll the paper back into
position for retyping.

Mr. Samuel Chase
Page 2

January 31. 1986

and the were sent under seperate
then by thee of February.

Please call collect If you have further Questions.

Sincerely yours.

Betty Slusher Mr. Samuel Chase
Page 2

err January 31. 1986

and the

Plea: call collect If you have further clu

Sincerely yours,

ain
Pm

1.6

n on 044 040114 ow1
1 0

U

11
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Typing Letters
Unit Review

Directions: Fill in the blank with the best answer for each question.

1. The "control" key is a key. It must be held down while another key
is typed.

2. The following word counts were provided on a textbook assignment. Determine
whether the letters are short, average, or long by circling the correct length.
Fill in the margin settings for those letter lengths in the space provided.

WORD COUNT
12 PITCH 10 PITCH

CLASSIFICATION LM RM LM RM

119 short average long

324 short average long

207 short average long

83 short average long

3. A handwritten :etter is 17 lines long. The first line of the body contains 10
words. Is the letter classified as short, average or long?

4. Locate the third piece of correspondence on the following index strip and tell
whether the letter is:
a. short
b. average
c. long

Let% 1 S. .11ste:

I

I I 1

0 I 5 10 I I IS 20 25 30

Correct Ref:

5. You are typing a letter that will be photocopied and mailed to 25 offices. You
accidently type paragraph 3, which is a two-line paragraph, where paragraph 2
should be. You are using a typewriter that has a lift off ribbon. Check the
correction techniques you could use.
_ cover-up tape
___ lift off tape
_ lift off ribbon

correction fluid
_ correction tape
_ delete 153
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Typing Letters
Performance Checklist

Student has successfully performed the following steps of procedure.

Typing Letters Yes No Comments

1. Identified and assembled equipment
2. Determined whether the body of a letter was classified as

short, average, or long by:
looking for the word count or
estimating the length of the body of a handwritten

letter or
estimating length of the body of a typed letter

3. Consulted a chart for appropriate margin settings
4. Correctly set the margins
5. Chose the appropriate correction technique based on the

equipment available and the nature of the typing
assignment

Student Signature/Date

Satisfactory - Should Move On 0
Repeat This Unic 0

154
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Instructor Signature/Date
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Typing Tables
Introduction

Typing tables and working with numbers is an important responsibility for a
clerical/secretarial worker. The ability to prepare reports rapidly and accurately can be a
factor leading to promotions and pay increases.

This unit reviews the names of the parts of a table and the steps of procedure for
typing tables.

Unit Objective
After completion of this unit, you should be able to type tables which contain a main heading,
subheading, and column headings.

Specific Objectives

After completion of this unit, you should be able to :

1. Center a table vertically.

2. Center a table horizontally.

3. Type a table.

Are You Ready?
Check the statement which is true for you.

E
I want to study the information
in this unit before doing the
Performance Checklist.

TURN TO NEXT PAGE
AND BEGIN

I can do the above tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR
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A. Terms and Equipment Needed for Typing Tables

Terms
1. Horizontal across, or between the left and right edges, of a sheet of paper

2. Horizontal centering a table is centered horizontally if half of the longest line
of type is on each side of the center point. On an 81/2" x 11" sheet of paper,
the center point is 51 for 12 pitch (elite) and 42 for 10 pitch (pica).

3. Tab to move across a horizontal line rapidly by depressing a special (tab) key. (This
eliminates excessive use of the space bar.)

4. Vertical up and down, or between the top and bottom edges, of a sheet of
paper

5. Vertical centering a table is centered vertically if half the unused blank lines
are above the table and half of the unused lines are below the table. When
centering a table vertically, it is useful to know that there are 66 lines (6 lines
per inch) vertically on an 81/2" x 11" sheet of paper.

Equipment

DD

ff I I

1 I
VirdiatialifffiteeM gag de A

V V

Typewriter

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

Table to Type

Correction
Materials

Typing Pawn' Pencil and Paper

3 157



Typed
LinGS

1.

AIM"
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Typing Tables

B. Steps for Centering Tables Vertically

1. Clear your work area.

2. Assemble equipment.

Paper and pencil

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color 2221/LILL, Price

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

Table to type

3. Count the number of vertical lines, both typed and blank, that the table will use
on a page.

4. Look for the main heading of the table. Write down a one on the paper.

REPORT COVERS -01101em°

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

C3-32553 Green GO $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.
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5. Look for the subheading. Write another "1" on the paper.

REPORT COVERS

Covers and Slide-Grip Backbones -41111(

Catalog No. Color Quantity Price

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

6. Locate the line of column headings. Enter a "1" on the paper.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color 22221.1a Price®
C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

5P
Lineecis

7. Count the number of typed lines in the body of the table. In this case, write
"4" on the paper.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

C3-32553 Green 40

C3-32557 Clear 50

C3-32558 Non-glare 50

C3-32550 Assorted 50

$16.50 ea. 411

$16.50 ea.

S17.50 ea. 4

$13.50 ea. 1p

Typed
Lines

159
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6. Now add the number of typed lines to find the total.

Typed
Lines

q
7

9. Look at the space between the main heading and subheading. Mark a "1" on
the paper.

COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

5 -32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

Typed BlanK
Lin e5 Una

I 1

i

-4
I

10. L_Lik at the spaces between the subheading and the column headings. Write a
2" on the paper.

REPORT COVERS

Covers and Slide-Grip Backbones

114.4>

Catalog No. Color Quantity Price

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50: $13.50 ea.

7

typed is laxr..
Lines Lines

i 1

I 2.

I



11. Write a "1" on the paper for the space between the column headings and the
first line of the body of the table.

REPORT COVERS

Covers and Slide-Grip Backbones

"TiPed
31ahk

Li rieS ne5

1

Catalog No. Color (,quantity Price
7

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

12. When the directions tell you to double space the body of the table, write a "1"
on the scratch paper for each blank line you plan to insert between the typed
lines. In this case, write in three additional l's.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color gML1111151. Price

C3-32553 Green 40 $16.50 ea.
am+

C3-12557 Clear 50 $16.50 ea.

C3 -32553 Non-glare 50 $17.50 ea.

som
C3-12550 Assorted 50 $13.50 ea.

13. Total the number of blank lines the table will use.

Typed Blccl

tines LI Yes

7

Ty'pect B I an K
ones Lines

1 1

I 2.
I 1

...5 I

7 i

I

7



14. Add the typed lines to the blank lines.

Clerical/Secretarial Supplementary Units

Typing Tables

7
-I- 7

y

Nant:
Lines

z

7

15. Subtract the combined lines (typed plus blank) from 66, because there are 66
lines possible on a page.

16. Divide by 2. Drop any remainder.

e

Typed
1,ine,s

l
I

I3
7

7 loG

-1-7
-----

..7

r 2.
i ti
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17. Add "1" to the answer. This number represents the line on which the typing
should begin.

26 -1-- I 2.7....

18. If you have problems, check with your instructor.

DO SKILL SHEET 1

163
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Typing Tables
Skill Sheet 1

To understand instructions for typing tables, knowledge of the names of the parts of tables
is necessary. The parts include:

A. main heading
B. secondary or subheading
C. underlined column headings, either all blocked or all centered
D. columns
E. longest line of type including spaces between columns
F. blank lines
G. typed lines
H. spaces between columns (spaces between columns may vary from table to table)

The parts of the following table are labeled and their spacing is indicated.

main hea-Inglx
TYPE ELEMENTS

secondaryorsubheading -). 88 Characters,
I, TS

underlined
column headings,
all blocked or 4. Name
centered

No.

1

2

3

4

5

6

7

Adjutant 12 Standard 8
longest line of 9
tweinaang3>(courier 12 01-067 12 Bracket 10
spaces 11
between Courier 71,x34501-051 10 Legal 12
columns 4-blank lines 13

Elite 72 T 01-137 12 Standard <-1 14

it spaces between columns
columns

typed lines

164
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Directions: Using names of the parts of the table as listed on the previous page, labeled
A-H, fill in the circles with the appropriate letter.

0 OFFICE PROCEDURES CLASS

(2) Assignments()

Activity O Date Due

Questions 4, 8 September 5 0

Cases 1-1, 1-7

2

0

Questions 1, 2, 6 September!)

Cases 1-3, 1-5

0

Directions: Answer the following questions concerning the table.

1. How many typed lines are in the ta'.1:e?

2. How many blank lines are used by the table?

3. How many combined lines are used by the table?

4 On which line of type would a typist start typing the main heading?

Show math steps.

165
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C. Steps for Centering Tables Horizontally

1. Assemble necessary equipmenf-.

-44441 AAVIirirgLik, 40,440,10,-

Typewriter

B7202TCOViltS

Covers and Sllde-Crib Backbones

CatalogkL4 Color 54215 Price

C3-32553 Crean

.!Z

40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-3255$ Non-Blare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

Table to Type

2. Determine the number of spaces in the longest line of the table.

3. Circle the longest item in each
column.

4. Count the number of strokes in
column one. Record the answer
at the bottom of column one.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color

C3-32553 Green

C3-32557 Clear

C3-32558

C3-32550 Assorted

Price

40 $16.502D

50 $16.50 ea.

50 $17.50 ea.

50 $13.50 ea.

166
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5. Count the number of strokes
in each additional column and
record the answers at the
bottom of each column.

6. For this problem, the number of
spaces between columns is 4.
Record the number of spaces at
the bottom of the table.

7. Add the spaces in all the
columns and the spaces between
all the columns to determine
the total number of spaces in
the longest line in the table.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No

C3-32553

C3-32557

C3-32558

C3-32550

I1

Color

Green

Clear

Prf.ce

Assorted

40

50

50

50

$16.501;21)

$16.50 ea.

$17.50 ea.

$13.50 ea.

10

REPORT COVERS

Covers and Slide-Grip Backbones

/Gtalog No. Color

I C3-32553 Green

C3-32557 \Clear

C3-32558

C3-32550

Non-glare.

Assorted

45F;TtTi-il\.Price

40 16.50 ea.

50 $16.50 ea.

50 $17.50 ea.

50 $13.50 ea.

1 q y g q it;

Catalog No, Non-glare Quantity $16.50 ea.

// 171 if- s? g = 50
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e

8. Now, determine the left margin
setting.

9. Divide the number of spaces in
the longest line in the table
by 2. Drop any remainder.

10. Subtract the answer from 51 for
12 pitch or 42 for 10 pitch.

11. Turn on your typewriter and
follow procedures to clear both
margin settings.

Clerical/Secretarial Supplementary Units

Typing Tables

0 5 10 15

10 A I 1 1 1 1 I 1 1 I I I iii ii
12 all IIIIIIIIIIIIIIIIIII

0 5 10 15

115 120 125 130
I I I I I I I I I I I I I I IjIIIIIIIIII

145 150 155

168
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12. Clear all tab settings.

13. Set the left margin. (This is the
location for the first column of
the table.)

14. Determine the tab settings for
the remaining columns.

15. Using the space bar, space
forward one space for each
stroke of the

orNo
CLR

SET

RETURN

15 20 25 30
11

Wimp 'H1111111
20 25t 30 35

m ,m ammo it
nemesis s im

-8.64 mu . se,S Mr
.10 ME a 01'1 OD MI IIII 1111111 Mg



longest item in the first column
and for the spaces between
columns one an -I two.

16. Set a tab.

17. Space forward one space for
each str )ke of the longest item
in the second column and for
the spaces between columns
two and three.

Clerical/Secretarial Supplementary Units

Typing Tables

+
Catalog No

CLR

SET

Non-glare

170
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18. Set a tab.

19. space forward one space for
each stroke of the longest item
in the third column and for the
spaces between columns three
and four.

20. Set a tab.

quantity

18
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F-1
weireeira,viiiowa-40.4600-

D. Steps for Typing Tables

1. Clear your work area.

2. Assemble equipment.

DO a

Typewriter

Correction
Materials

Typing Paper

Clerical/Secretarial Suppiementary Units

Typing Tables

REPORT COVERS

Covers and Slide-Crip Backbones

Catalog No. Color ktItzlin. Price

C2-22553 Green 40 $16.50 ea.

C3 -32557 Clear SO $16.50 ea.

C3 -32558 Non-glare 50 $17.50 ea.

C2-22550 Assorted 50 812.50 ea.

Table to Type

3. Determine the line on which to begin typing.
NOTE: Refer to steps for centering tables vertically in this unit.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

C3-32553 Green 40 $16.50 ea.

C3-32557 Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

44-2
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4. Set the left margin and tabs For
each column.
NOTE: rsafer to steps for
centering tables horizontally
in this unit.

5. Place the typing paper in the
typewriter and bring the paper
up to the line on the
transparent line finder.

6. Return carriage the number of
times that yol I calculated earlier
to find the li: on which the
typing should begin.
NUE: The table in this
examr,e starts on line 27.

15 20 25 30
I ii ili iiil it'll
I I 1 I I I I 1 I I I I 1 I II III

20 25j 30 35

...i
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7. Space over to 51 (the center of
the page with the elite type).

8. Determine where to begin
typing the main heading by.. .

counting the strokes in the main
heading (13) and

dividing by 2.
NOTE: Drop any remainder.
The answer (6) is the
number of times you will
backspace from the center to
begin typing.

Cler ical/Secretarial Supplementary Units

Typing Tables

35 40 45 50II IIIIIIIIIIIIIIIIIIIIII1
45 50

IIIIIIII 1
55 60

REPORT COVERS
1 2. 3 1- 5 6 / 5 9 /0 11 a 13
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9. Backspace 6 times.

-i 0. Type the main heading using all
capital letters.

11. Return the carriage twice.

12. Determine where to begin
typing the subheading.

-4 BACK

SPACE

REPORT COVERS

22
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e
Space to 51. (51 is the center of
the page with elite type.)

Count the strokes in the
subheading (31).

Clerical/Secretarial Supplementary Units

Typing T6,Y)les

35 40 45 50
111111111111mlHiliiiii m1111111

45 50 55 60

Covers and Slide-Grip Backbones

/z395678?ffina0M/IMn60021a0M2Sz4Ziaapy

Divide by 2.
;Drop ary remainder.)

176
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13. Backspace 15 times. i
NOTE: Check to see that your (

position indicator is now on ) 15 20 25 30

36.
g IiiiiiiiIIIIIIII

14. Type the subheading using
upper and lower case.

15. Return thn carriage three times
to triple space.

IIIIIIIIIIIIiiiiii
20 25 30 35

Covers and SlideGrip Backbones

177
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16. Type the first column heading at
the left margin.

Capitalize the first letter of each

word.

17. Backspace to the beginning of
the column.

18. Underscore the heading by
holding down the shift key and
typing the underscore key.

Clerical/Secretarial Supplementary Units

Typing Tables

Catalog No.

[11.0.7,4

BACK

SPACE

Catalog No.

±

1258



19. Press the tab key.

20. Type and underline the second
column heading.

21. Press the tab key.

REPORT COVERS

Covers and Slide -G'-ip Backbones

Catalog No. Color

. I



22. iype and underline the third
column heading.

23. Press the tab key.

24. Type and underline the fourth
column heading.

Clerical/Secretarial Supplementary Units

Typing Tabus
1

REPORT COVERS

Covers and Slide-Grip P.ckbones

Catalog No. Color QuanAty

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

.180
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25. Set the typewriter on double
spacing.

NOTE: This table is to be
doublespaced.

26. Return the carriage.

27. Type the first item of the table.

181
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28. Press the tab key.

29. Type the second item.

30. Press the tab key.

Clerical/ Secretarial Supplementary Units

'Typing TAUles



31. Type the third item.

32. Press the tab key.

33. Type the fourth item.

..111

40

111

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No. Color Quantity Price

C3-32553 Green 40 $16.50 ea.

183
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34. Return the carriage.

Clerical/Secretarial Supplementary Units

Typing- Tables

nRETURN

12

35. Continue typing and tabbing across the page until all of the lines have been
typed.

REPORT COVERS

Covers and Slide-Grip Backbones

Catalog No Color Quantity Price

C3-32553 Green 40 $16.50 ea.

C3-3255/ Clear 50 $16.50 ea.

C3-32558 Non-glare 50 $17.50 ea.

C3-32550 Assorted 50 $13.50 ea.

DO SKILL SHEET 2

184
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Typing Tables
Skill Sheet 2

Directions: Look at the follow!' g table and answer the questions

CALett LAMIZS

a,,t

Vatamd. Yeamz.,} eatab,,, 7 Co .uX .

AAA Sittlitiwat AC P/D7414-)Ncilitutuancenttai g9 -n-sdoi

i toe a a ArkittstAwmoved Kg --a- 5o20 ferla,u D
"hay) K9 - eL - MI 44A Wiz;t 1 : a) ot Ac ?ID

)494,g9 EL- Sys difi4o-lavaliAie4) D
-"hake K9 Vx - B.34 r)

ad&A,- cgr,. g9 - I) t 1 1 . . '
/

?Batte., pip
C?..02A,- Cf,y,24 K9 -PIA- AA if p/D
ea,...) x 1 - Fe- 161 AA 6at te) tie Vol ACi. PID

0,1.4;4) 10-610 Dki-sL-3.os

1. What is the main heading?

2. What is the longest entry in Column 1?

3. What is the longest entry in Column 2?

4. What is the longest entry in Column 3?

5. What is the longest entry in Column 4?

1.85
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6. How many strokes are in the longest line of type in the table?

+6 +6 +6 =

7. What would be the left margin setting for this table?
Show math steps.

8. How many lines are needed for this table if it is single spaced?

9. On which line of type would a typist start typing the main heading on a full
sheet of paper?

10. Type the table in the correct form single spaced.
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Typing Tables
Unit Review

1. Place the appropriate letters in the circles in this Area Code Directory table.
A. Main Heading E. Longest Line of Type
B. Subheading F. Blank Lines
C. Column Headings G. Typed Lines
D. Columns H. Spaces Between Columns

AREA CODE DIRECTORY 0
For Seven Central Cities C)

City 0 State Area Code)

Des Moines Imo 515

Kansas City ?lissouri 816

0 CLittle Rock ArkansPs 501

Memphis --\__Tennessee 901

St. Louis Missouri 314

Nebraska 402 00 Omaha

Tulsa Oklahcrna 9180
Directions: Circle the correct answer.

2. How many carriage returns should be placed between the main heading and the
subheading?
a. none
b. one
c. two
d. three

187
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Directions: Study the following table and answer the questions concerning it:

IRA COMPATIRTR PRINDMREELS

For Use With the 6240 Printer
and the 3730 Printer

2

3

4

5

6
Catalog No. IBM Part No. Type Style Pitch 7

8
01-A7501 Orator 100% 12 9

10
01-A7504 001504086 Trestige Elite 12 11

12
01-A7506 001506087 Letter Gothic 12 13

14
01-A7502 CCR-B 00 15

16
01-A7503 001503011 Courier Pica 10 17

18
01-A7507 001507012 Prestige Pica 10 19

1. What is the subheading?

2. What is the longest entry in Column 1?

3. What is the longest .ntry in Column 2?

4. What is the longest entry in Column 3?

5. What is the longest entry in Column 4?

6. How many strokes are in the longest line of the table?

+4+ 4-4+ 4-44-

7. What would be the left margin setting ror this table?
Show math steps.

8. On which line of type would a typist start typing the main heading?
Show math steps.

188
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Typing Tables
Performance Checklist

'student has successfully performed the following steps of procedure.

Centered Table Vertically Yes No Comments

1. Counted typed lines
2. Checked s acin (sin le or double)
3. Counted blank lines
4. Added typr;c1 and blank lines
5. Subtracted combined lines from 66
6. Diviued by 2; dropped any remainder
7. Added 1 to the answer

Centered Table Horizontally Yes No I Comments

1. Determined number of strokes in the longest line of the
table

2. Divided by 2
3. Subtracted answer from center point
4. Cleared margin settings
5. Cleared all tab settings_
6. Set a left margln
7. Spaced forward for the longest entry in the column and

for spaces between columns as appropriate
8. Set tabs for columns

Typed Table Yes No Comments

1. Brought paper up to line finder position
2. Returned carriage to line on which typing should begin
3. Spaced over to the center point
4. Counted strokes in each heading
5. Divided answer by 2; dropped any remainder
6. Backspaced appropriate number (see 5 above) of lines
7. Correctly typed table headings
8. Typed and undersci red column headligs
P Correctly typed column entries

10. Used tab key appropriately
11. Used appropriate spacing

Satisfactory - Should Move On 0
Repeat This Unit 0

Student Signature/Date Instrp:itor Signature /Date

189
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Basic Telephcle Techniques
Introduction

Communicating with others through written and oral communications is necessary
in 90 percent of all office jobs. In many positions, these communications involve use of
the telephone. Workers can increase their ability to communicate effectively if they learn
good listening skills and can applv these skills when using the telephone.

This unit provides information about how to improve listening skills and presents
the supplies, equipment, and i. ocedurt_ used for good telephone techniques.

Unit Objectives
After completion of this unit, you should be able to demonstrate good listening skills
applied to the use of the telephone.

Specific Objectives
After completion of this unit, you should be able to:

1. Route incoming telephone calls.

2. Handle telephone inquiries.

3. Take telephone messages.

4. Use a telephone directory.

Are You Ready?
Check the statement which is true for you.

n
I want to study the information
in this unit before doing the
Performance Checklist.

TURN THE PAGE
AND BEGIN

n
I can do the tasks and I
am ready to do the
Performance Checklist.

SEE YCUR INSTRUCTOR

MA.
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A. Terms and Equipment Needed for Handling Incoming
Telephone Calls

Terms

1. Appointment calendar - a desk calendar with spaces where employees write
notes and reminders about upcoming meetings or events that are important

2. Company directory a listing of a company's departments or personnel and
their extension number (an employee should become familiar with the names of
people in the company and what they do)

3. Determine the "nature" of a call learning the reason why the caller contacted
your company (for example, the caller may be requesting information)

4. Indexing order an arrangement for names last name, first name, and middle
initial that helps in alphabetizing

5. "On hold" the caller is not disconnected but is waiting to speak to someone in
your company.

Telephone Note Pad Company
Directory

Appointment
Calendar

Message Pad Telephone Index

192
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B. Steps for Routing Incoming Telephone Calls

1. Organize your work area.

2. Assemble equipment.

Telephone Message Pad Company
Directory

3. Place the telephone in sight and
within easy reach.

4. Locate the incoming call which is
indicated by a flashing light on
the telephone.

ix.411117/51

193
5



5. Depress the button with the
flashing light.

6. Use a cheerful voice, speak
clearly as you give a greeting,
and tell your company's name.

7. Determine the nature of the
telephone call (what the caller
wants).

"Good morning.
Western Suppliers

Corporation."

"Could I speak to
someone about my
new washer? It
doesn't seem to
be working
properly."

"Yes, I can transfer
your call to the

Appliances Department."

6
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8. Check for the extension number
of the department that can take
care of the caller.

9. Tell the caller the extension
number ;n case you are
disconnected when transferring
the call.

10. Push the hold button to place
the caller on hold (that line
should continue to flash
indicating that the caller is on
hold), then press the appropriate
extension number.

Clerical/Secretarial Supplementary Units

Telephone Techniques

"That extension is 2499.
Please hold and I'll

connect you."



11. If there is no answer or you get
a busy signal, depress the
flashing button to connect with
the caller once again.

12. Ask the caller if he/she would
mind being placed on hold.

13. If the caller agrees to being
placed on hold, depress the hold
button again and hang up
the phone.

"That line is busy now.
Would you like to
hold?"

N\ 1 I // //
"Yes, that's fine." -

//' I '1" ''''1

8

i_e'p00,

to



14. Wait about 30 seconds, then
reconnect with the caller by
depressing the button
and lifting the receiver.

15. Tell the caller that you will try
again to buzz the extension.

e

16. Depress the hold line to put the
caller back on hold and press
the appropriate extension
number again.

Clerical/Secretarial Supplementary Units

Telephone Techniques

"I'll try to connect
you now."

"Thank you."

q 1\ \\\
, i

<,
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17. When the extension answers, say
that you are transferring a call
and tell which line it is.

18. Hang up your telephone gently.

DO ACTIVITY SHEET 1

"Appliances.
Jack Simpson, speaking."

"Yes, Mr. Simpson, I'm 66

transferring a call
on line 2 to you." x,

dev

10
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Telephone Techniques
Activity Sheet 1

Directions: Read the forDwing information and then act out the situations described on
the following page.

Employees who answer the telephone should remember that they represent the
company. They should try to create the feeling that they care about each caller. This
"caring" attitude will help callers place more confidence in the employees.
Giving each caller your full attention by listening carefully makes callers feel welcome.

A "caring" attitude and good listening skills can be shown over the telephone:

Courteous Behavior How Callers Feet
1. Accept the interruption.

2. Answer promptly.

3. Use the caller's name.

4. Listen patiently.

5. Repeat some of the caller's own
words.

6. Apologize briefly.

7. Ask questions.

il

Sometimes when calls come, an en iployee
is not in a good mood because of working
toward a deadline or simply not feeling
well. These moods should not become part
of the phone conversation. Try to put a
smile on your face for each caller.

Answering calls within three rings generally
indicates a professionally run organization.

This makes the caller feel important.

Sometimes callers may be unhappy about
a product. They must get their complaints
"off their chest." Although the problem is
not your fault, you must not interrupt.

The caller will feel that you are
sympathetic and that you understand the
problem.

Sometimes the customer feels that a
product or service offered by your
company is not perfect. The words "I'm
sorry" help to sooth the caller's anger.

Show your willingness to help the caller.
Ask the caller for dates, amounts, or other
information that will help you to fill
requests or solve problems.

139



Directions: Role play the following situations. Think about how the caller would feel, and
demonstrate courteous behaviors listed on the previous page.

SITUATION 1:
You are secretary to Mr. Blue, an accountant who specializes in corporate tax matters. A
prospective client calls about personal tax matters. She requests an appointment with Mr.
Blue. You know that Mrs. Eastman handles these matters for your firm. You need to transfer
the call to Mrs. Eastman's secretary without making the caller feel unwanted.

SITUATION 2:
A customer has gotten home with what she thought was a super combo deluxe deep pan
pizza. She finds when she opens the box that it is sausage pizza. She calls to complain. You
need to listen to her story, apologize briefly, and keep her good will.

200
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C. Steps of Procedure for Handling Telephone Inquiries

1. Assemble equipment.

Telephcnt? Message Pad

2. Organize your work area.

3. Locate the incoming telephone
call. (Usually indicated by the
flashing light.)

4. Depress the button.

5. Using a cheerful voice, teil the
caller the name of your
company or department and
your name.

Company
Directory

Appointment Telephone Index
Calendar

201
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"Printing and Copying
Department. This is

Ivan speaking."



6. Listen carefully to the reason
why the person is calling.

7. Write down details provided by
the caller such as dates,
numbers, names, and
instructions.

8. Verify information.

"Good morning, Ivan. This is Pat in
Marketing. I need your help in
getting some brochures in the mail
today "

"The Fort Worth branch office needs 3000 copies of
our advertising brochure #378. Can you send the

copies today in order to reach their office
on Thursday?"

"Yes, Pat. Now...let's see, that's 3000 copies of
brochure #378 to the Texas branch in Fort Worth

as soon as possible."

202
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9. Ask questions.

10. Confirm agreements.

11. End the call pleasantly.

,.

Clerical/Secretarial Supplementary Units
Telephone Techniques

"Should the package of brochures be addressed to
anyone in particular in the Texas office?

I

"Yes, thanks. Please ,
send the package in
care of Henry Mills,

Sales Director."

"Fine, I'll send the package by Priority Mail today in
care of Henry Mills, Sales Director."

1
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12. Let the caller hang up first then
hang up gently.

.......

\
Click

/

,
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D. Steps for Taking Telephone Messages

1. Assemble equipment.

Telephone Message Pad

2. Organize your work area.

3. Locate incoming call (usually
indicated by flashing light).

Appointment
Calendar

4. Depress the flashing button to
connect the call.

5. Use a cheerful voice and speak
clearly as you give a greeting
and tell your company's name.

Telephone Index

"Good morning. Midwest
Communications. Miss Parsons

speaking."

17

205



6. Determine the nature of the
call.

7. if the person for whom the call
is intended is not available, make
a brief apology.

8. Offer to take a message.

"This is Mrs. Castell
speaking. May I speak with

Miss Barlow, please."

"I'm sorry. Miss Barlow is not
at her desk now."

206
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9. Use a message form to help you
record information.

10. Verify names.

11. Confirm dates and numbers.

Clerical/Secretarial Supplementary Units
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"I need to speak to her today.
Have her return my call
before 5."

---.......-

\
/11).. 14;5s 11)w-1")

Dot
1-14- TP4'

st...8.,..115aw,
orkwroxna 0100.drarc6
criamo

Miss Nadine
Castell

Marian
Castell

Mrs.
419 Western

Avenue

Cape Grardeau,
MO 63701

(314) 335-7900

"That's Mrs.
Marian Castell"

"And you need Miss Barlow
to call you before 5."

\
WI

i5 3trit0
TO: g
cot '15at01

-1

lir .1414.tfel
Wereciokl"

Sciet-Aigdf--"---------
ct. 335.. -alp°

tail htiote 9"
tiaate

ftm: 171
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12. Ask questions.

13. Do not promise more than you
should.

14. End the call pleasantly.

"Will she know what the call
is about?"

"It's about our
meeting with

Mr. Simms
tomorrow."

AISS 34r /DO

DAM A--
sy:

tarkage ton al Ergepsznid

0" a 0 Ilona r's

Nir Atria,. teed
Niros d disc

51 M SO- 14.°now
.in

Meant: in ,A,;4-1.

711fan

"I'll ask Miss Barlow to call you before 5."
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15. Let the caller hang up first; then
hang up gently.

16. Deliver the message.

DO ACTIVITY SHEET 2

Clerical/Secretarial Supplementary Units
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"Good bye."

209
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Telephone Techniques
Activity Sheet 2

Only one out of every four business calls reaches its destination on the first attempt because
it is difficult for business people to be available at their desks at all times. Therefore,
messages are an accepted part of the communication process. Four guidelines for taking
telephone messages are:

1. Use a message form. A scrap of paper may get mixed in with other papers or
lost entirely. in addition, a scrap of paper does not contain guide words to help
you in taking a complete message.

2. Write the message with great care. Avoid rewriting a message as this increases
the chance for errors in transposition or omission. Confirm or repeat names,
numbers, and messages as you go. You will be sure to hear everything correctly
by slowing down the conversation. This allows enough time for you to write
legibly.

3. Know company policy. Many companies prefer that carbon copies be kept for
the company files. The copies are kept in a spiral-bound book for future
reference about names, telephone numbers, or other facts. The original only is
torn out and delivered to the party being called.

4. Deliver the message promptly. Place the message in a prearranged place on a
desk or on a telephone message holder.

Directions: Read the following conversations. Then ask a classmate to play the role of
"Caller." Complete message forms for the conversations.

Exercise 1:
You: Good morning. Accounting Department. Miss Hutton's desk; Ms Jones

speaking.

Caller: This is Mr. Roberts. Is Miss Hutton in?

You: I'm sorry, Mr. Roberts, Miss Hutton is not at her desk.

Caller: Well, can you give her a message?

You: I'll be happy to. That's Mr. Roberts in the Sales Department, Extension
2288?

Caller: Right! Tell her that I need to speak to her before noon.

You: I see, Mr. Roberts. You want her to call before 12.
Will she know what the call is about?

Caller: It's about the Rhoades Construction account.

You: Yes, Mr. Roberts. I// ask her to return your call regarding the Rhoades
Construction account. Is that spelled R-H-O-A-D-E-S?

Caller: Correct! Thanks. Goodbye.

You: Goodbye, Mr. Roberts. 23 210



Exercise 2:
You: Mr. Adams' office. Jennifer Smith speaking.

Caller: Yes, This is Mr. Montgomery from ABC Corporation. Is Mr. Adams
around?

You: I'm sorry. Mr. Adams is in a conference which should be completed in
about a half hour. Can I take a message?

Caller: All right. Tell him that address he needed is: Allen Belle...

You: Is that spelled A-L-A-N?

Caller: No. A-L-L-E-N. B-E-L-L-E.

You: Belle with an "e" on the end?
Caller: Right. 2-2-7 Mose ly Boulevard.

You: 2-2-7 ao-...

Caller: ...S-E-L-Y.

You: Okay.

Caller: Sikeston... Missouri... 63801.

You: Zip Code 6-3-8-0-1.

Caller: Right. Thanks.

You: Thank you, Mr. Montgomery. I'll give Mr. Adams the message.

Caller: Goodbye.

You: Goodbye.

WHILE YOU WERE OUT

TO:

DATE. TINE:

Br.

0 Please return all 0 Telephoned

0 Will all again 0 Returned your all

Name of caller:

of:

Phone

Message.

I
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TO:

DATE: TIME:

BY:

ID Please return call 0 Telephoned

0 Will all again 0 Returned your all

Name of caller:

of:

Phone.

Message.
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E. Steps for Using the Telephone Directory

A telephone directory is divided into several major sections:

The inside front cover lists emergency numbers for the cities included in a
particular directory.

Emergency

Fire Police Rescue
Ashland 657.2841 657.9062 657.2841
Boone County Fire

Protection District 449.7533 449.7533
Centralia City 682.2131 682.2132
Clark 816 263.8170 816 263.0095
Columbia 911 911 911

Hallsville 911 or 449.7533 696.3838 911 or 449.7533
Harrisburg 911 or 449.7533 911 or 442-3147 911 or 449.7533
Rocheport 449-7533 698.3245 449.7533
Southern Boone County

Fire Protection District 657.2841 657-2841
Sturgeon 687.3310 442.3147 449.7533
University of Missouri 882-7201 9 +911

The customer guide section includes information about directory assistance, the
telephone company's business office, repair service, customer rights, bill payments,
safety, installation and service charges, types of calls, area codes and time zones, and
international codes.

Doing Business
With Us

Instal:atoms, Moves s Chingos

For more information about starting.
changing or moving your Wigton*
saga or to obtain details about your
telaphons rights and responsibilities. all
the appropriate rumba Mated below:

Ashland. Columbia. Nagai*
Harrisburg. Ratisport

Rssidsnos 378-3650
Business 8764899

Contras, Clark. Sturgeon
Residence 1+ 8764888
Business t+ 876-3699

Ow customer represantathes will be
homy to oxplaki the types of SINVICO
available, Insulation and wet,*
chum, rates and other general

Billing

?hone bits an mclisd once a month.
Your customs( roprissantrthrs will tea
you when you can exact your bal. The
bills include a complete listing of regular
service cirps. sguipmsM rental hiss
and itemized Intra-LATH long distance
calls. (Sea this directory's saction on
long distance calling within your LATA.)

Roper

Got a problem with your !bone Hare
are some tips on ht." to dstsimina the
GRAM

1. Unptug your alone and move It to
another *kin your horns. If

212
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2. Check the cones don on your
modular 'sok and make suns Is
firmly fastened to the wall.

3. If you have dial tone but suspect
your phone Isn't ringing. check It
out by asking a friend to make a
test W.

4. If you can't Identify the problem
through steps 1 and 2. tie galas
may be In our alone network.
That's the time to call our repair
office at the appropriate 24-hour
numbs( listed below.

Ashland. Columbia,
Hallsville, Rcchsport 8784600

Contras. Clark. Sturgeon



The white paces are an alphabetical listing of businesses and people with listed numbers.
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The yellow pages present an alphabetical listing of businesses only. The list is
arranged by subject or topic.
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rN -Coll

lb 263-7766

..442.6184
Pats*/

ALL"

Mat
pply Co
..445-9421

-874.3030

tion Co
-449-4704

..642.7061

..581.4272

..687.3916
or

TE111. PULSATION CO

TEEL INSULATION
RESIDENTIAL & COMMERCIAL.

NEW CONSTRUCTION &
OLDER HOMES
BATTING & BLOWN INSULATION
CELLULOSE OR FIBERGLASS

OVER 30 YEARS EXPERIENCE
FREE ESTIMATES

0.1EMBER HOME BLDRS.
ASSOC. OF COLUMBIA

1203 London Dr 44/8084

Insulation Materials-Cold
& Heat

All Weather Insulation Mt
210 St Jamas 874-3030

ROME COUNTY LUMUJ1 CO
2 Way Radio For Fast Dallas.;
1100Kogers 44125I

ULUU SIMPLY CO

COMPLETE
INSULATION SUPPUES

CALCIUM FIBER GLASS
SIUCATE TAPES
CEMENTS ADHESIVE
MINERAL WOOL

1516 Wyoming 442.1171

CLUBS, MATIALAL & SUPPLY

Insulation Materials -Co d
& Heat--(Cont'd)

MANVILLE flu? KAU ISSULATION-----
0111474V

JORNS-131.1011.11 Morainic
me km .1 ostrtalftef

at is wads 8. IMM1
Cu, to listaaty f a ter y

INEIMMATION CALL"

INSTALIJNG CONSZACMIS
Atkins Corporation

1123 Wiikas Blvd 874-8000
DISTRICT ,PP /CE

Manville Corporation
129990am Creak Canyon Rd
Littleton CO 303 978.3722

Teal Insulation Co
1203London Da 443-8084

WATX1W3 nie COMPASS
1040m 449.2351

Insurance
A. L. vntuuts 111E Walnut ...44527711
ALA ACTOMUILE CIIM MITESNSINIANCL

EXCHANGE

ployOU MOW (Lao

Itsvlatios-Ala nst 125

Insurance- (Cont'd)
UTNA LIFE & =ALT

Vaa Clad

111.1 vs."

wiz
6WEEGEA'CY CLIEVSERVICS

ANA! Life & Casualty Hartford CT
Toll FreeDial '1' & Men

800 243-2390
AGENTS 6 AGENCIES

Wayland-Blaylock And Associates Int
601E &MI 449.2446

410 INAUNANC

am
144.4

wt
&SM irmumanc

"TON SEkrICE CALL"

Insurance Group int
1101E 3dny 875.4800

inwriNrcn Ncxr PACE I
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The appendix can include maps of the cities serviced by a particular directory.

YOUR COLUMBIA DIRECTORY
NOW INCLUDES THE WHITE
AND YELLOW PAGES FOR:

BOONVILLE

FAYETTE

FULTON

MEXICO

MOBERLY

/e/ k.
/ 4'
I

1

t%
FAYETTE

- ------ .. CENTRALIA
/
I

MEXICO 1 CLARK

ASHLAND

.
/ COLUMBIA
t

HALLSVILLE
1

-........0".
HARRISBURG

FULTON
%

g

/ ROCHEPORT
/
I

ft.
I STURGEON..,

The inside back cover provides space for writing frequently called numbers.

- Frequently Called -----7

Numbers
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To locate the telephone number of a person or business, follow these steps:

1. Gather the necessary supplies
(note pad, pencil, and telephone
directory).

2. Determine the exact name of
the person or business you must
contact.

NOTE: Study the following list
of abbreviations and the
corresponding list of names
which are spelled out in full.

PENNANT INSURANC

217-7-

.iL
F

Abbreviation
Chas.
Danl.
Edw.
Geo.
Jas.
Jos.
Robt.
Thos.
Wm.

215
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Correct Spelling
Charles

Daniel
Edward
George
James

Joseph
Robert

Thomas
William

o



3. Determine the indexing order of
the name or title.

4. Write down the person's last
name, first name, and initial.

Example: Maymie Lowis Al les

5. Write down the title of a
company as it appears unless a
name is part of the title.

Example: Bakers Finer Foods

6. When a name is part of the title
of a company, write down the
person's last name, first name,
and initial. Continue writing out
the remainder of the title.

Example: T.J. Barks' Bargain
Store

Clerical/Secretarial Supplementary Units
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_Fa Kers her Fosis

Barks T 3- Betrriv,

Si-or
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7. Turn to the white pages of the
telephone directory and look for
the guide words at the top of
the pages.

8. Determine if the name you are
searching for will fit between
these guide words.

9. Look through the alphabetical
listing of the page with the
most appropriate guide words
until the name or title is found.

10. Write down the correct
telephone number from the
directory.

MTGE 11--WelBt
MRVern*iimantwe 236
tartan Ern 82824-544936
Lohman Miter Mrs Rt 6 824-5519
Lamm Edna RI 6 irc4.5826

Edward 0 Rt 6 Mo 824-5826
'and Harlan H Ict 824 5651

,:.-9 663 .824-5532
Lohrnia...cwww R16 RSIVIR1,63 824.5824
lchmarin WWI, Rt 6 Portia -824-5790
L o h m w r O t t l e r d 4 R:6 Porrat 824-5729
Lohmann Weis RI 6 Parryris 663
Lams Paul Rev Anetwg 824-5636
Lorenz Anwid E Ran 824-5694
Lorenz Cheryl RI 1 kW= 824-5459
LAX= Dean RI Untra 824-5705
Lorenz Dem RI 1 mdse 82+5758
Loa= Doyle Rt1 1166 824-5700
Lorenz Ead H rum 824-5590
Lorenz Edrx at 1 14-5884

Albert - Amick

Al Km:7W
Albrecht Kenneth 335-4558
Aldridge Daniel 334-5977
Aldridge Supplies 335-1109
Alexander Stacy 335-1888
Allen Lonnie ..., 335-3887
Allen Richard 651-7072

\---7.Alles Maymie L. 335-1366
Alma Larry . 651-6599
Alpers David 651-4418

Alies Marie L
335- 1366
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To locate inrormation about a particular product or service listed in the yellow
pages, follow these steps:

1. Gather the necessary supplies.
(telephone directory, pencil, note
pad)

2. Determine the topic for which
you seek information or service.

Example: If your office needs
to have additional stationery
printed, the appropriate
topic might be "Printers."
Also consider other headings
which could be checked.

NOTE: Locate the yellow
pages index if it is available.

3. Look for the heading "Printers"
and select the business or
businesses you wish to call.
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Priers ;=11MII

.wckprint
of

Missouri

The Best Because We Care!
Letterheads Invoices
Brochures Flyers

Printers
A t E Assecletti

190711Peoeldetne
ACUIT MSS NC 1.20 S.IX4 . .4

(Se. nattectomnent On TMs Pill
Sell NIA Preis 1201114014AP .4
Sp4/11STESS

Ote Maw Si p II All
Sock Samar., Spa/lists
5260 Si Charles R4 4

nee Adeennewn On Ned Ps.
1601111111 MAWS CO

Web 011te1 PrinlonAddressing
And IP 1109 Sentlebsts
41,2113INIennellle 511-1

Spas Ids prptiovi Service
120S et 4

OLYINS SOCA 11 COPT CIITIS
406S 914 4

COLUIISSA manes CO
JOHN GOLSON OWNCF

COMMERCIAL. PRINTIN
IMPRINTING

DE CUTTING EMBOSSI
WEDDING INVITATION
IA(( 'WING AT I *Ceir 00(

409 E Walnut

COMPUTER COOS CAAJIMS MK
444 ON Sear SIP 4

(See 44vjertispsent On Meet Pa.

Printers
CAPE CENTRAL PUBLISHING CO INC

7 ...... .334-70
DIIR PRINTING

PROFESSIONAL PRINTING
DESIGN LAYOUT ARTWORK TYPESETTING
LETTERPRESS - OFFSCT - SCREEN PRINTING

104 S High Jackson 243.2170

COMMERCIAL MAILING AND PRINTING

'FAST COPY SERVICE'

BOND COPIER 1 & 2 SIDES

LARGE & SMALL JOBS WELCOME

LEGAL BRIEC SPECIALISTS

ALL TYPES OF PRINTING

PLUS DIRECT MAIL ADVERTISING

ASK ABOUT SPECIAL MONTHLY RATES

COMMERCIAL MAILING AND
PRINTING 118 N lAdcSa 334-7048

SEMO Printing Co
1225 Old Cape Rd

Snal The 113 S Main Chattel
PEEDPRINT 433 Broadway

*FOR MORE. INFOR
See Advertisement T

Teleforms Co 650 Flint Hill Ro

Printers-Continuous
Form

Moore Business Forms Inc
1 Ensign Girardot PI

NCR Corporation 2357 Rust A

PRINTERS-SCREEN & SERI

Screen Printing

PRINTING EQUIPMENT &

SCREENSee Screen Prin
Equipment & Supplies
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4. Write down the telephone
numbers and names of the
businesses.

5. Make the calls or tvn the
information over to the person
requesting it.

DO SKILL SHEET 'I

32
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Telephone Techniques
Skill Sheet 11

Directions: Rewrite the following names giving last name, first name, and middle initial.
Spell out all abbreviations.

1. Geo. K. Abscher

2. Thos. S. Allen

3. Jas. L. Alderman

4. Chas. 0. Baker

5. Edw. R. Barks

6. Wm. S. Barton

7. Danl. M. Beard

Directions: Use your local telephone directory to find a telephone number for each of
the following situations.

8. A secretary needs to check the prices of desks for her office. What topic
should she look under?

What guide-words are at the top of the correct page in the directory?

What is the name of one business she should call?

What is the telephone number?

9. Your employer needs a letter delivered within 24 hours. What topic would you
look under in your directory?
List the names and telephone numbers of at least tv businesses which provide
such a service.

BUSINESS

220
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0 Telephone Techniques
Unit Review

Directions: Provide the best answer for each question.

1. An incoming telephone call is indicated by:
a. a flashing red light
b. a flashing yellow light
c. a red light
d. a yellow light

2. What is meant by the phrase "answer promptly"?

3. Which phrase is a greeting?
a. "Ivan speaking."
b. "This is Mrs. Castell speaking."
c. "Good afternoon."

4. Restating and/or spelling names over the telephone is known as:
a. verifying names
b. confirming data

5. List four of the seven parts of a telephone directory.
a.

b.

c.

d.
6. Write the spellings for tnese abbreviations.

a. Wm.

b. Jos.

c. Chas.

7. List three ways that a receptionist can demonstrate that he or she has been
listening carefully to the caller.
a.

b.

c.

221
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Directions: Circle the best responses to the following questions.

8. Which names are in correct indexing order?
a. Farmer E.K.
b. Faust Machine Company
c. William Finch
d. Screen Arts Incorporated
e. Schlitt Charles Insurance
f. Save-A-Lot
g. Mrs. Lila Schwab

9. Which of these last names would be found on a page with the guide words
"Pruitt-Ramp"?
a. Quade
b. Pry
c. Radiator Service
d. Richards
e. Rader
f. Ratliff

10. In your local telephone directory, the telephone number for the park
department for your city or county is

222
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11. Study the conversation below. Assume that you are the secretary. Write a

note to yourself that includes all of the information you will need in order to
complete the request.

Secretary

Good morning. Mr. West's office.

I'm sorry, Mrs. Andrews, Mr. West is not
available now. This is Susan Hall, his
secretary. Could I take a message?

I see Mrs. Andrews. That's the meeting
with the computer consultant.

Yes, Mrs. Andrews. I was working on that
folder just now, and the equipment list is0 right here.

Of course, Mrs. Andrews.

You're welcome.

Goodbye, Mrs. Andrews.

TO:

DATE. TIMES

BY:

0 Please retum all 0 Telephoned

0 Will all again 0 Returned your call

Name of caller.

of:

Phone.

Message.

37

Caller

This is Mrs. Andrews in the accounting
department. May I speak with Mr. West?

Well, no. I really wanted to talk to him
about our meeting Thursday afternoon.

That's right! Maybe you could help me. I
need a copy of the equipment list that the
consultant left with Mr. West.

Good. Can you put a copy of it in the
company mail for me today?

All right! Thanks, Susan.

Goodbye.
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Telephone Techniques
Performance Checklist

Student has successfully performed the following steps of procedure.

Telephone Techniques IYesiNo I Comments

1. Identified and assembled equipment
2. Located the incoming call
3. Pressed the button for the line with the incoming call
4. Answered before the third ring
5. Used a cheerful voice
6. Used clear speech
7. Listened to the reason for the call
8. Transferred calls by:

finding the appropriate extension number
stating the extension number to the caller
dialing the extension number
placing the caller on hold if necessary
check's back with the caller within 60 seconds
telling the extension that a call is being transferred

9. Handled inquiries by:
writing down details such as dates
verifying spelling of names
confirming information
asking for further details
confirming agreements

10. Took telephone message by filling in message form
completely with:

name of person to receive the message
date and time of call
name of caller
shone number of cal:er
action desired
keLnformation of message
initials of person taking the message

11. Ended conversation pleasantly
12. Allowed the caller to hang up first
13. Replaced the receiver
14. Delivered any messages

Student Signature/Date

Satisfactory - Should Move On 0
Repeat This Unit 0

224
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Using Basic Business Math
Introduction

The ability to use electronic calculators is required for most entry-level
clerical/secretarial jobs. Using the touch system, operating the 10 numeric keys and some
of the function keys without having to look at the keyboard constantly, saves time. For
example, the operator can point to a math problem with one hand and enter the numbers
on the calculator with the other hand. By not having to look away from the paper, the
operator does not lose his or her place when working with several numbers.

This unit will introduce the touch system, the numeric keys, and several function
keys. The unit will also show you how to compute subtotals, totals, percentages, and
discounts.

Unit Objective
After completion of this unit, you should be able to solve business math problems using
the touch system on an electronic calculator.

Specific Objectives
After completion of this unit, you should be able to:

1. Use the electronic calculator to compute addition, subtraction, and
multiplication subtotals or totals.

2. Use the electronic calculator to calculate percentages.

3. Use the electronic calculator to calculate discounts.

Are You Ready?
Check the statement which is true for you.

I want to study the information
in this unit before doing the
Performance Checklist.

TURN TO NEXT PAGE
AND BEGIN

I can do the above tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRLeTOR
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A. Terms and Equipment for Business Math

Terms

1. Clear key tap the clear key before each new problem.

2. Function keys keys such as addition, subtraction, subtotal, total, and equal.
When these keys are pressed, the calculator will automatically carry out the
arithmetic operation.

3. Home row keys - the numeric keys of 4, 5, and 6. These keys may be a different
shade or color, may be shaped differently than other keys, or perhaps only the
5 has a raised dot. These differing designs help the operator feel that the hand
is in the correct position.

Equipment

1

Ine t'it s'
Es
EC..

a
13

El
El

0

Ei
Ei
Ei
00

Ei
El
a

Jit11 11044.10.10

+
z co

EA

Calculator

t.59'
2.00"

00.
5k*

..-

15,

Sn0'
109*-1,0
09 00'
S19. 00
5%. n2 v
00h.

1f 0

Tape
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Parts of the Electronic Keyboard

L Clear

K Equals

j Times

Clear Entry CE

PRINTER

112111111111
ON OFF

nn

1011111:1M111111

ON Ft'

4

0

ELECTRONIC CALCULATOR

A Paper Tape

8

00

DECIMAL

11:11111111$11

+PO 33

9

6
1

im

H. Minus

2°8

4

G. Total

g On/Off Switch

c Display

D Paper Advance

E Subtotal

F Memory Keys
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B. Steps for Computing Subtotals and Totals Featuring Addition

1. Clear your work area.

2. Assemble equipment and
supplies.

,."..

in
0

0
El

u
E I

EA 0

Nilt( 0....

u
u
El
00

u
E I

a
4.

0 Printer/Display Calculator

Add: 456
741
852
963
109

3. Place your assignment to the
left of the calculator and turn
the calculator slightly to the
right if you are right handed.

Assignment Pen or Pencil

Add: 456
741
852
963
109

5
229



NOTE: Reverse the positions if
you are left handed.

4. Use good posture.

5. Turn on the calculator.
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6. Select the printing function.

7. Set the decimal selector at 0 for
the problems presented here.

8. Clear the machine by pressing
the total key.

Clerical/Secretarial Supplementary Units

Using Basic Business Math

/
1111111111111111111111111111 4

ON OFF

DECIMAL

J 1 1 111 111 i
+FO 2 3 4



9. Place your first three fingers on'the middle row of 4, 5, and 6.

I I I

0,

I

.1,11111111:11

Right Hand

11

1:8

10. If you are right handed, tap the
4 key with the first finger; the 5
key with the second finger; and
the 6 key with the third finger.

8 232



11. The display will show the
numbers as you press them.

12. Tap the clear key (CE) if the
display shows that you entered
an incorrect number. Press the
correct number keys.

13. Tap the plus key with the thumb
if you are left handed; use the
fourth finger if you are right
handed.

Clerical/Secretarial Supplementary Units

Using Basic Business Math

1
Right Hand

(thumb)

Left Hand
(fourth finger)

r

Left Hand
(thumb)

233
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Right Hand
(fourth finger)



14. Check to see if the paper tape
shows the correct entry.

15. Tap the 7, 4, and 1 keys.

16. Tap the "+" key. The display
shows the subtotal.

0

456+

4

Left Hand / Right Hand

The paper tape shows:
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17. Tap the 8, 5, and 2 keys.

18. Tap the "+" key. The display
shows the subtotal.

Clerical/Secretarial Supplementary Units

Using Basic Business Math

19. Print subtotals, W instructed, by The paper tape shows:
pressing the subtotal key.

04
4 5 6 +

7 4 1 +

8 5 2 +

0 4 9 0 '



20. Tap the 9, 6, and 3 keys.

21. Tap the "+" key. The display
shows the subtotal as:

r1
9
6
3

r-N

9
6
3

Left Hand / Right Hand j

22. Tap the 1, 0, and 9 keys.

The paper tape shows:

456+
741+
852+

2,04940
963+

12 2:36
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23. Tap the "-I-" key. The display The, paper tape shows:
shows a subtotal of:

24. Tap the total key.

25. The display again shows: The paper tape shows:

A 73 1 7_1 1



26. Compare the paper tape with
the assignment to verify
whether the correct numbers
and function keys were entered.

NOTE: Place a check mark on
the tape as you verify each
number.

27. Record the answer.

Add: 456
741

4 5
/7 4

6

1

+

+

852 V 8 5 2 +

963
109

2, 0 4 9 0

k/ 9 6 3 +

/ 1 0 9 +

3i 1 2 1 *

DO SKILL SHEETS 11 AND 2

Add: 456
741
852
963
109

3/2

238
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using Basic Business Math
Skill Sheet I

Directions: Label the parts of the electronic keyboard below. Choose from these terms:

Paper Tape Display On/Off Switch Paper Advance Memory Keys

Minus Total Clear Clear Entry Equals Times Subtotal

K.

J

PRINTER

1121111M11111

ON OFF...--.
C -...

____4. C E

5/4

1 1111111111131

DECIMAL

RIIIIIIIIIIIII
ON OFF + F0234

W ri 1 L9i rE
F4-1 1-51 rel

ril ril
Kai

1

0

ELECTRONIC CALCULATOR

H

+

r9-- D.
MT 1

' E
FMS1

1.......,

Mt

J

15

239
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0 Using Basic Business Math
Skill Sheet 2

Directions: Complete the following exercises by using an electronic calculator.

I. Follow the "Steps for Computing Subtotals (ST) and Totals (T) Featuring
Addition" to answer these problems.

A. B. C. D.

456 987 789 102
852 951 456 100
753 963 753 156

ST ST ST ST

85,200 345 900 555
4,111 300 471 882
1,033 989 915 645

T T T T

II. Move the decimal selector to the "2" setting. Read the following problems and
enter the answers in the spaces provided.

a. Five items of office supplies are
priced at S6, $3.81, $.72, $12.99,
and $3.76 respectively. What is
the total cost of these items?

b. Calculate the amounts shown on
the deposit slip and enter the
total amount to be deposited.

240

17

.

CASH
CURRENCY / L00,_

5 / 7 5"COIN

I id ::.1/4"' I 5 02.
40-119 30 17

.1a8- Ig 9 29
TOTAL FROM OTHER MC

TOTAL

11 SS CASH RI LURED

NET DEPOSIT

eo-105/815

USE OTHER SIDE FOR
ADDITIONAL LISTING

BE SURE EACH ITEM IS
PROPERLY ENDOPSED



Clerical/Secretarial Supplementary Units

Using Basic Business Math

C. Steps for Computing Subtotals and Totals Featuring
Subtraction

1. Clear your work area.

2. Assemble equipment and
supplies.

tix, "11-3
ms o CJ

0
0

IMP

O

O

z

Printerini-olay Calculator

3. Set the decimal selector at 2 for
the following problems.

Pen or Pencil

$15.00
- 1.00
- 3.98
- 4.00

Problem

DECIMAL

11111111111111111111111

FO 2 3 4
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1

4. Turn on the calculator and
select the printing function.

5. Place the assi,:mment to the left
of the calculator and turn the
calculator slightly to the right if
yc..1 are right handed.

6. Clear the machine using the
teal key.

1111111111111111111111111111

ON OFF

242
20
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7. Tap these keys: 1, 5, decimal, The tape will show:
and plus.

r
1

5 r \ r \
1

\
15.00+

8. Tap these keys: 1, The tape MI show:
decimal, and minus.

9. Tap these keys: 3,
decimal, 9, 8,
and minus.

8
9

V
9
3

15.00+
1 00-

The tape will show:

21

The display shows a
subtotal of:

1 1 1 II I
I 1 . 1_1 1_1

The display shows a
subtotal of:

1 1 1 1 1

I 1 1 . 1 1 I



I

10. Tap these keys: 4, The tape will show:
decimal, and minus.

r-N

4

1500+
1 00-
3*98-
4-00-

The display shows a
subtotal of:

1 I I0 . 1_1 1

I

11. Tap the total key. The tape shows:

12. Compare the tape with the
assignment to determine
whether the correct numbers
and functions were entered.
Record the answer on the
assignment sheet.

DO SKILL SHEET 3

1500+
1 -00-
3-98-
4,00-
6-02*÷

15-00+
1,00-
3.98-
4-00-
6-02*+

244
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Using Basic Business Math
Skill Sheet 3

Directions: Complete the following exercises by using an electronic calculator.

I. Follow the "Steps for Subtotals arid Totals Featuring Subtraction" to compute
the answers to these problems.

A. B. C. D. E.

1,331.16 868.35 720.01 99.23 568.19
127.22 11.42 30.00 4.25 34.86
158.00 20.00 20.00 30.00 2.55
123.36 9.63 30.17 15.71 27.35

II. Addition and Subtraction. Use the plus function key when entering thy, _aiance
brought forward and the amount deposited. Use the minus function key to
subtract the amount of the check.

Balance Brought Forward
Amount Deposited

Amount This Check

Balance Carried Forward:

Balance Brought Forward
Amount Deposited

A. B. C.

51.34 540.50 979.00
1,704.31 500.00 225.00

ST ST ST

447.66 87.53 46.30

D.

616.23
2,380.65

ST

Amount This Check 38.27

Balance Carried Forward:
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D. Steps for Computing Subtotals and Totals Featuring
Multiplication

1. Clear work area.

2. Asa- mble equipment and
supplies.

r-
sD

ili) "-4:13
OD a u u0 a 0 u Elg

0
as
0
MI

...

LI
0

LI

cu

1:1

io I 2
m

3. Turn on the calculator and
select the printing function.

1111111111111111111111111111

ON OFF

246
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4. Move the decimal selector to
the 0 setting for the following
problem.

5. Clear the machine using the
total key.

6. Place the assignment to the left
of the calculator if you are right
handed.

DECIMAL

II 1 11

FO 2 3 4

Problem:

12 x 18
÷32x 8 =

if
247

26



7. Tap the 1 and 2 keys
and the multiplication
(times) key.

8. Tap the 1 and 8 keys
and the M±.

17
1

8 m}

The display shows:

-fl 73 1 E
I l l I_ 1 u

Clerical/Secretarial Supplementary Units

Using Basic Business Math

The display shows: The tape shows:

I I II I-1
I I:: . l____I I__I

0

1 2 . x

The tape shows: The subtotal is:

l 8

27
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9. Tap these keys The tape shows:
individually.

rilrilfilril_J-m-'

The display shows:

171-1 =3 I- I

I I I L J L J

C

1 2 X

1 0 =

2 1 6 a tr

3 2 x

E ::

2 5 6 '11

The new subtotal is:

25 6 " tr.

10. Tap the memory total key. Both the tape and display show
a total of:

/
MT

00 SKILL SHEET 4
249

28
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Using Basic Business Math
Skill Sheet 4

Directions: Follow the "Steps for Computing Subtotals and Totals Featuring Multiplication"
to compute the answers to these problems. Multiply the amount in the "Quantity" column
times the "Unit Price." The subtotals should be entered in the column marked "Extension."
Enter the Memory Total in the area marked "Invoice Total."

A.
Quantity Catalog No. Description Unit Price Extension

1 3 B 59301 Integrt'd Phone System 169.99
12 3 B 5984 Outgoing Tape 4.99
6 3 B 5981 Incoming Tape 4.99

Invoice
Total

B

Quantity Catalog No. Description Unit Price Extension
3 9 B 83633 Surge Suppressor 39.99
2 9 B 83193 Security Switch 24.99
2 9 B 83194 Wall Outlet Sensor Timer 12.99

Invoice
Total

'350
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E. Steps for Calculating Percentages

1. Move the 5/4 button to On if
the instructions indicate for the
answers to the problems to be
rounded up.

2. Move the decimal selector to
the 2 setting if the answer is to
be rounded up to 2 decimal
places.

3. turn or the calculator and
select the printing function.

5/4,
1
ON OFF

11 1111 1

DECIMAL

1

1 111111111111111111111

FO 2 3 4

/
ON OFF

1111111111111111111111111111
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4. Press the total key to clear the
machine.

5. Place the assignment to the left
of the calculator and turn the
calculator slightly to the right if
you are right handed.

6. Tap these keys individually:
108.17 x 4%

4 E/T

108.17 x 4%

252
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7. Compre your tape with the
following:

8. Record the answer.

Clerical/Secretarial Supplementary Un;ts

Using Basic Business Math

1 0 8 o 1 7X

4 0 0 %

4 3* *

$108. 17 X 4% = $ 4 .9 .10

33
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F. Steps for Calculating Discounts

1. Turn on the calculator and
select the printing function.

2. Move the decimal selector to
the 2 setting,

3. Press the total key to clear the
machine.

..-..."---

1111111111111111111111111111

ON OFF

DECIMAL/
1

+ F0234
)

r

I

N

1

35 254



4. Place the assignment to the left
of the calculator.

5. Tap these keys individually:
124.99 x 20%

6. Compare your tape with the
example shown here.

Problem:
A filing cabinet is priced at $124.99.
During today's sale, however, it can
be purchased for 20% less.
What is the amount of the discount?

What is the revised retail cost
or sale price? LA_

V

124.99 x 20%

INOMIM110

C

124.99X
2 0 0 0

2 5 0 0 *

36
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7. The amount of the discount is
$25.00. Subtract the discount
from the original price of
$124.99.

8. The sale prite is $99.99.

DO SKILL SHEET 5

Clerical/Secretarial Supplementary Units
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0

I 2 4 9 9 x

2 5 0 0 *

9 9 9 9 *

0

'I 2 4 9 9 X

2 0 0 0 %

25 6 0 0 *
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Using Basic Business Math
Skill Sheet 5

Directions: Complete the following charge slips by adding the charges. Subtract any
discounts. Then, multiply the subtotal by 6 percent, the combined tax rate for the city
and state.

CARROLL'S FLORIST
9250008100
SIKESTON, IL

6159311
011114 DESCRIPTION SIZE UNITCOST AMOUNT L

s

:

2 Poz.ert. loses t,''''
s

,

I l_arye V' e. 51.15,
,

i
IDI'ITIFICATION DATE AUTH, CODE SOO

TOTAL

I
I
I

DI l'ARTMENT SALES CLERK TYPE SALE
TAX

1

SALES SLIP
CURRENCY CONVERSION

'ATE run
'AMOUNT TOTAL

1

i
SAT I CONFIRMED TERMS ON REVERSE SIDE ACCEPTED

X
(.10 TOMER SIGNATURE

RETAIN THIS COPY FOR STATEMENT VERIFICATION

CARROLL'S FLORIST
9250008100
SIKESTON, IL

6159372
010/1N DESCRIPTION SIZE UNIT COST AMOUNT

I

5prinj Igrrez,..17emett-f- 15;00
Oalc-Tree. p_eL

,
,15c7o Discevirt-

101 Pa I IMATION DATE AUTH CODE SIJS
TOTAL I

DO MITI/ENT SALES CLERK TYPE SALE
TAX

i

SALES SLIP
CURRENCY CONVERSION

DATE
IRATE 'AMOUNT TOTAL

I

1

SA01 CONFIRMED TERMS ON REVERSE SIDE ACCEPTED

X
CU TOMER SIGNATURE

RETAIN THIS COPY FOR STATEMENT VERIFICATION
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Basic Business Math
Unit Review

Directions: Use an electronic calculator to solve the following problems.

1. Add: 789 555 123
741 777 456
753 747 987

Subtotal:

Add: 25? 996 410

Total:

2. 235 787 1.001.00
103 417 951.45

Subtotal:

Subtract: 14 166 5.67

Total:

3. 12 .< 3.99
20 x 5.99

4. $108.98 x 30%
$239.98 X 20%

5. An item costing $27.98 is on sale for 30% less. What is the sale price?

258
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6. Determine the "Total" of the following charge slip. The tax rate for this city is 7 C)
percent.

CARROLL'S FLORIST
9250008100
SIKESTON, IL.

6159311
WAN DESCRIPTION SIZE ITCOS AMOUNT I

4-hzrip.tiy. lailett 16 00

IV Mil Carte? i 4i
IDENTIFICATION DATE AUTN. CODE SUS

TOTAL

DEPARTMENT SALES CLERK TYPE SALE
TAX

SALES SLIP
CWtRENCY CONVERSION

CATE
IPATE IMAOUNT TOTAL

I
1

MULECONTI ED: TERMS ON REVERSE SLOE ACCEPT 0.

X
CUSTOMER SIGNATURE

RETAIN THIS COPY FOR STATEMENT VERIFICATION
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Using Basic Business Math

Using Basic Business Math
Performance Checklist

has successfully performed the following steps of procedure.

Using the Electronic Calculator Yes No I Comments

1. Identified these functional keys:
clear
equals
times
percent
minus
plus
subtotal
total
memory total
memory PIUS
paper advance
clear entry
5/4
decimal selector

2. Used good posture
3. Completed addition stela:

tapped clear key
tapped entries and function key
tapped total key
compared tape to problem

4. Completed subtraction steps:
tapped dear key
tapped entries and function key
taped total key_
compared tape to problem

5, Completed multiplication steps:
tapped clear key
tapped numbers and function key of

X

=or M+(if needed)
MT (if needed

compared tape to problem
6. Completed percentage steps:

tapped clear key
taped number and function keys of:

X
To

compared tape to roblem
7, Completed discount steps:

tapped clear key
tapped numbers and function keys of:

X
To

compared tape to problem

Student Signature/Date

43

Satisfactory - Should Move On 0
Repeat This Unit 0

260
Instructor Signature/Date
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Banking

Banking
Introduction

Knowing banking procedures is an important responsibility in an organization.
Demonstrating the ability to carry out these activities can lead to increased prestige and
continued professional growth for the office worker.

This unit shows you supplies, equipment, and procedures for preparing checks, petty
cash vouchers, and deposit slips plus techniques for reconciling bank statements.

Unit Objective
After completion of this unit, you should be able to perform several banking activities.

Specific Objectives
After completion of this unit, you should be able to:

1. Use a tickler file to organize payments.

2. Prepare check stubs.

3. Write checks.

4. Prepare petty cash vouchers.

5. Complete deposit slips.

6. Reconcile bank statements.

Are You Ready?
Check the statement which is true for you.

I I want to study the information
in this unit before doing the
Performance Checklist.

TURN TO NEXT PAGE
AND BEGIN

I

IMIIIIIIIIIIN

I can do the above tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR
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Banking

0 A. Terms and Equipment Needed for Banking Activities

Terms

1. Cancelled check a check that Las been processed by the bank (this shows that
the bank has deducted the amount from the account of the firm or person and
has encloSed the check with the customer's bank statement.)

2. Creditor a firm or person to whom money is owed

3. Payee the name of the firm or person to whom a check or voucher is written

4. Procedures manual a company notebook designed to supply information about
office tasks

5. Tickler file a filing system based on calendar dates to remind employees to
prepare or carry out activities

Equipment and Supplies

s

I

NO- OAT(
PAM
FOB

AMOUNT

SAL IMOUS,IT
fOlIonAoD

DEPOSIT

SUBTOTAL
AMT OF C.

SAL CAPP40
10.4APO ----

Check Stub Calculator Return Envelope Procedures
Manual

Tickler File

o
Desk Calendar

263
3

Bill or Receipt Petty Cash
Voucher



Chart of Accounts Petty Cash Box Currency Coins

Deposit Rubber Stamp/
Ink Pad

,C)

WOO 1.0

, -
1,0 WA..

W., 0,0 0°

.O Cn1,M1

11

Statement

Check Register

.........v......:"......"..............:7r...2....."::
5....0,0

IA, :.......°°,,
11.=...,,),I.C.."."""'

1,1-.

r0.017'"
0.0

12 ,0 ''''' 1411.0

14113
et. ussei
et. tjar.
um

0.00?!u .1.....
Wyt
?A U.

Bank Statement

264

4

ettonl Suppnen COrpOriltiOn

st1 Moan Orwe
SoAsios .sert

Saw.
SO MO. NM.*
1.11..0

SAMA0

70 tit 4i44

$

144

Blank Checks



'11
Clerical/Secretarial Supplementary Units

Banking

tem Suppliers Corr:4100n

*LI us lesione Avenue
Sikeston. teiSSOsinii4S01

144

Pal:":'
Main

Poston
Canes Sank

140th tU,W1
Safi I" MOSUM

Memo II% 4 VA

Incoming Check

,
Yd.

...111.

Ye NM M.=I/.
SO..

1. 4.1*
. Owe. v.

Reconcilement
Form

Cancelled Check



B. Steps for Organizing Payments

1. Clear your work area.

2. Assemble equipment.

HOOZZe13.1

Waal EPIPPS
S

0203110010

asaa.a PP*
I

area.

.a MO POP I

ay.*

a
M.I.

t-
fly

Da Op

*OP

arm..

IMO

Statement

Clerical/Secretarial Supplementary Units

Banking

RECORD ALL
CHARGES CR

CREDITS THAT
AFFECT YOUR A.

oaaanor

--------- - rl
Check Register

WySISPI SAVASCS CVPC"tiVi
alpsta, Pas.. Ora

1.
.era

saspaCP.,
SP ay. Ran/
SA.P. SSW

SP.
70 ill I. ILL

$

Nan

144

Blank Checks

Calculator

NO --- DATE

I
MACA GMA'

SAL SPVJGHT
FORPARO

DEPOSIT

StrSTOTAL

AMT OS C.10(
L. CPU'S'S.

I °SWAM

Check Stub

Return Envelope

'rocedures
Manual

Tickler File

266

7

Desk Calendar



3. Open the incoming bill and
remove the contents which are
a statement and the return
envelope.

4. Determine due date.

5. Compare the current date with
the due date.

Western Supr nrs Corporation
118 Malone A,,nue
Sikeston, MO 63801

Apple Credit -rporation
Headquarters Building
547 Amboy Street
Boston, MA 02134

595P 0260 1108910 7 Amount Enclosed $

Date
Month Day Transact%on Reference Amount of Transaction

01 04 Payment Thank You 105 00 CR

Account Number Bib, .0 Date

595P 0280 1108910 7 01715186

Due Date
Minimum

Payment Due

10500

January 1986SMTWTFS
1 2 3 4

5 6 7 8 9 10 11
12 13 4 16 16 17 18
19 20 22 23 24 25
26 27 29 30 31

Current Date
February 1986SMTWTFS

Due Date 2 3 4 5 6 7
9 10 11 12 13 24 1

16 17 18 19 20 21 22
23 24 25 26 27 28

021 Tuesday, January 21 344

267
8



.
NOTE: Go directly to the
company payment policy
(Step 12) if the bill needs to
be paid within five days;
otherwise, continue.

6. Prepare a tickler card if the due
date is more than five days
away.

7. Place the card in the tickler file.

8. File the bill in an appropriate
folder

clerical/Secretarial Supplementary Units

Banking

Prepare check to Apple Credit Corporation

SEE: Office Equipment Bills

Prepare
check to

Apple
Credit

Corporation

SEE:
Office

Equipment
Bills

Iff February

Will I / /

268
9



9. Check the tickler file at the
beginning of each work day for
bills that need to be paid.

10. Retrieve the bill from the file.

11. Determine the amount due.

111
APPle

Credit

Prepare
check. to

SEE:
Office Equipment

Bills

February

corporation

/ 3
N/ 2

?60 1108910 7

Date
Month Day

01 04

Boston, MA 02134

Amount Enclosed $

Transaction Reference

Payment Thank You

t Number Billing Date

) 1108910 7 01115/86

Due Date

02/08/88

Amount of Transaction

105.00 CR

Previous FInance Purchases Payments Leaves A New
Pod Balance Charge And Debits And Credits Balance 01

269
10



12. Follow company policy in
deciding whether to pay out of
petty cash funds or whether to
write a check.

Clerical/Secretarial Supplementary Units

Banking

Banking Procedures

1. Prepare
checks for bills amounting

to more

A. Checking
Account

than $15 or tor bills that are sent

through the mail.

11

Procedures
Manual 27

270
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0 C. Steps for Preparing a Check Stub or Register

1. Assemble necessary supplies.

Pen

N DATE

PAY

FOR

AMOUNT

BAL. BROUGHT .7 ., A._
FORWARD /6 ii '---I

DEPOSIT

SUBTOTAL

AMT. OF CHECK

BAL. CARRIED
FORWARD

Western Suppliers Corporation
118 Malone Avenue

Sikeston, Missouri 63801 19

Pay to the
order of $

144

Sikeston County Bank
314 North Minns),

Sikeston, MC) 63601

Memo

Dollars

70 L/L 4 L44

Check Stub

2 Write in the exact date the
chcrk is written. (Use figures.)

Check

NO 144 DATE 2-1-86
PAYEE

FOR

AMOUNT

BAL. BROUGHT / L.7 i 7
FORWARD ' ' ''

DEPOSIT

SUBTOTAL

AMT. OF CHECK

BAL. CARRIED
FORWARD

Western Suppliers Col
118 Malone Avenu

Sikeston, Missouri 8:

Pay to the
order of

Sikeston County Bank
314 North Ranney

Sikeston, MO 63801

Memo

70 L

271
13



3. Write in the name of the payee.

4. Enter the reason ror the
payment.

5. Fill in the amount of the
payment.

NO 144 DATE Z-3-86
PAYEE Apple _Cr Pflht- COCA.
FOR

AMOUNT

BA'.. BROUGHT
FORWARD 167

DEPOSIT

SUBTOTAL

AMT. OF CHECK

BAL. CARRIED
FORWARD

Western Suppliers Ct
118 Malone Aver

Sikeston, Missouri

Pay to the
order of

Sikeston County Bank
314 North Ranney

Sikeston, MO 63301

Memo

70

N0144
PAYEE

FOR Sgaimnoit
AMOUNT

DATE -8 6

BAL. BROUGHT L
FORWARD / ' / /

DEPOSIT

SUBTOTAL

AMT. OF CHECK

BAL. CARRIED
FORWARD

Western Suppliers Cc
118 Malone Avon

Sikeston, Missouri I

Pay to the
order of

Sikeston County Bank
314 North Ramey

Sikeston, MO 63801

Memo

70 1

NO 144 DATE 2-"3 -86
PAYEE 4pple Credi4-rorp.
FOR Of-Fice Evaptnelid-
AMOUNT /a, 1100

BAL. BROUGHT 2 4_.
FORWARD /

DEPOSIT

SUBTOTAL

AMT. OF CHECK /05. 00
BAL. CARRIED

FORWARD

Western Suppliers Cc
lie Malone Aven

Sikeston, MISsourl I

Pay to the
order of

Sikeston County Bank
314 North Ranney

Sikeston. MO 63801

Memo

70 1

272
14
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6. Subtract the amount
payment to detrrmine
balance carried forward.

Cie :al/Secretarial Supplementary Units

Banking

NO 144 DATE

PAYEE Apple 6;_ectil Cc?'
FOR 644-/C.Laistipiff.1.±.
AMOUNT /05,"/

BAL BROUGHT
FORWARD / /I .4 7-

DEPOSIT

SUBTOTAL

AMT. OF CHECK /03 "
BAL. CARRIED

FORWARD
.

bio r-T-

Western Suppliers C
118 Malone Aven

Sikeston, Missouri

Pal, to the
order of

Sikeston County Bank
314 North Ranney

Sikeston, MO 63801

Memo

?0

7. Repeat the balance on the next
check stub.

;
Att. WE 3(2.LT0

140 ..ipad4
PAYEE
FOR

8A0B 08°
DENsl
stialom

C

..10222
"ECtg'

6 FORWARD

15

273

NO /45 DATE
PAYEE

FOR

AMOUNT

BAL. BROUGHT
FORWARD /j ;IV 2,

DEPOSIT

SUBTOTAL

AMT. OF CHECK

BAL. CARRIED
FORWARD



D. Steps for Writing a Cieck

1. Assemble the necessary supplies.

Pen

Clerical/Secretarial Supplementary Units

Banking

96.

Witten Supplier, Completion 1,14
113 111994Awe.

$901.9% u9s0v, CMOs It

Ph, to 99
99.ol $ E=

S901109 COMO 1491
314 99.9.,

$.0110. 99 6901

IA 9

TO ill I. itele

2. Fill in the current date with an
ink pen, or the chez.ks can be
typewritten.

Blank Check

Spell out the month.

. Place a comma after the day.

Fill in the year.

Western Suppliers Corporation
118 Malone Avenue

Sikeston, Missouri 63801 4P.,,1_27_19,..&
Pay to the

order of

144

Sikeston County Bank
314 North Ranney

Sikeston, MO 63801

Memo

Dollars

70 /LI 4 OA

274
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3. Fill in the name of the payee as
indicated on the statement.

4. Using figures, enter the amount
of the check next to fie dollar
sign.

5. Write out in full the amount of
the payment.

Start writing at the extreme
left. (Capitalize only the first
word.)

Express cents as a fraction of
100.

Fill in the rest of the line with
a solid line or hyphens when
typing.

Weatem Suppliers Corporation
118 Malone Avenue

Sikeston, Missouri 63801 18 86

Pay to the
order of _rifiA_Cte,47

144

I 1

Sikeston County Bank
314 North Ranney

Sikeston. MO 63801

Memo

Dollars

?0 111 4 1114

Western Suppliers Corporation
118 Malone Avenue

Sikeston, Missouri 63801 7egfj"'"tV- 51 igLei

144

Pay to the
order of ___74/de- (01pe2 et./Gerh... $17.5713_17-1

Sikeston County Bank
314 Nonh Ranney

Sikeston, MO 63801

Memo

Dollars

70 II/ 4 144

Western Suppliers Corporation 144
118 Malone Avenue

Sikeston, Missouri 63801

Pay to the
order of

7d.44.7 39 SG

+free (42e4Y(0-2p0-2.4...--Aurn,

(Ur. evrtel

Sikeston County Bank
314 North Ranney

Sikeston, MO 63801

Memo

?0 II/ 4 144

18

275

1=1111,
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6. Indicate the reason for the
check.

No 144 DATE Z-3-96
PAYEE 1 0 CretBA
FOR a 'ire Fgiiipment
AMOUNT40.C 03

Western Suppliers Corporation
118 Malone Avenue

Sikeston. Missouri 8380:

144

Pay to the Cteeeiii
order of CI $1 /05.0

BAL. BROUGHT ,, .4 12_./, ittcer-dhill.4- ak.riaZ)/Do
FORWAR: / la I I .6". i... V Dollars

Sikeston County Burk
DEPOSIT i 314 North Ramsey

SUBTOTAL Sikston. MO 83801

AM1. OF CHECK 105% 00 Mama ff-fite kief.:y &reit'
BAL CPRRIED , 4. , .., A

FORWARO / b C' 4--.1-

z
7. Look at the statement again to

locate the account number.

8. Write in the account number a
the check.

70 iii 4 144

RETURN THIS PORTION WIT?-4 OUR PAYMENT

Western Suppliers C. ,oration Apple Credit Corporation
118 Malone Avenue Headquarters Building
Sikeston, MO 63801 547 Amboy Street

Boston, MA 02134

595P 0260 1108910 7 Amount Enclosed $

Date
Month Day Transachon Reference Amount of Transaction

0104 Payment Thank You 10500 CR

Billing Datc

0111516

Minornum
Due Dale Payment Due

02/088.: 105 00

Days In Previous ,olnance Purchases Payments Leaves 0 New
Baling Period Balance Charge And DOHS And Credits Balance Of

29 851/6 12 34 105 00 759,10

For acOrunt service or billing statement information :ell the follow:no telephone number
817.334.1231. Or send inquiries to P 0, Box 65Ce Joston. Massachusetts NOTICE. See
reverse t Ide for Important Information.

RETAIN THIS PORTION FOR YOUR RECORDS

Western Suppliers Corporation
118 Malone Avenue

Sikeston, Mlasourl 83801 111/1-1,4441/1

Pay to the
order of _V Gle-de;7 6,20,247)-67,,

DAR ht4~021etFAAX a,n_tf 4tY0
S:kestsn County Bank

314 North Penney
Sikeston, MO 83801

Memo0#_:&e_11,ta.;M:d_d--
595P 0140 1ion107

19 276

144

19 g4

$12.01.%

Dollars

70 /// 4 144
IMMIIIII111[



9. Detach the check from the stub.

10. Secure an authorized signature
from your supervisor or a
company executive.

11. Place the check and return part
of the statement in the return
envelope provided ,y the
creditor. Look fur "Return this
portion with you payment."

Western Supplirs Corporation
its lava,. 8,88ue 2,frit,,,L7 3,

St10108, Missouri 63801 -7

Pay to IN
04'08,01

n Suppliers Corporation
118 Malone Avenue
ceston, Missouri 63801

144

- $17071
'tdAue Lwe a-nd °%0
rank
ay

101

Frje
089107

. Dollars

?0 111 to OA

RETUWiRipos

Stkston.
MO 63801

ww.vn sato
3,3uso. Ave.we #4,10,t44

A rt t E
c1

......

MA 02t34

505P 0200
ii069i0 7

..

s 1125 4,

kaa
pa mons N..

mOnoo,

wt.-666V E ttcy leap
llt 1. t1.1.

144

Laz÷21-71"1'44.4"

20 277



12. Check to see that the address
shows through t; le window.

13. Write in the company's name
and address in the blanks
provided on t119 envelope. Wt;tern Suppliers 6-pitraint

fib' *tame Avenue
5ikesion, SLID 63,01

Clerical/Secretarial Supplementary Units

Banking

Apple Credit Corporation
Headquarters Building
547 Amboy Street
Bcston, MA 02134

place
stamp
here

14. Seal the envelope and attach
the postage.

Apple Credit Corporation
Headquarters Building
547 Amboy Street
Boston, MA 02134

278

21
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E. Steps for Preparing a Petty Cash Voucher

1. Assemble the necessary
equipment.

Bill or Receipt Petty Cash
Voucher

2. Locate the number given to the
previous petty cash voucher.
(See carbon copy.)

3. Enter the number for this petty
cash voucher.

Chart of Accounts Petty Cash Box

2V 9

Petty Casii Voucher

NO //e
TO

DATE

FOR ACCT.

RECEIVED APPROVED

19

DOLLARS



4. Write in the exact date the
voucher is written.

5. Enter the name of the payee.

6. Enter the amount in figures.

24

Petty Cash Voucher

NO 1/8 DATE 2-5 19 86
TO $

DOLLARS

FOR ACCT.

RECEIVED APPROVED

Petty Cash Voucher

NO 1/8 DATE 2.-5 19 g6
TO &herr 0es-fern $

FOR ACCT.

RECEIVED

DOLLARS

APPROVED _

NO He

Petty Cash Voucher

DATE 2-5 19 86
TO RObef bieSterr. $ fo0

DOLLARS

FOR ACCT.

RECEIVED APPROVED

280



7. Enter the amount spelled out.

8. Enter a memo describing the
purchase.

Refer to the chart o accounts
and accompanying explanation
to determine the account to be
charged.

281

25
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Petty Cash Voucher

NO DATE 2 5 19 66

TO Robert Cdes*,-i-L $ 90

Ninety cents DaIlAlt5

FOR ACCT.

RECEIVED AP?ROVED

Petty Cash Voucher

NO He DATE Z-5 1986

TO Robert taestern $ 70

A4riety e..en-rs

FOR AirpoFt firking ACCT.

RECEIVED APPROVED

?ctty Cash Chart of Accounts

Acct. 3108 Advertising Expense
advertising flyers, printing

Acct. 3109 Office Supplies Expense
typewriter ribbons, filing supplies

Acct. 3110 Postage Expense

ct. 3111 Miscellaneous Expense
toliz, airport parking,
refreshments for visitors.



10. Enter the account number from
the chart of accounts in the
space provided.

11. Obtain an authorized signature
for the voucher.

12. Open the petty cash box and
count the dollar bills and change
needed.
NOTE: See Skil! Sheet 1 for
practice in making change.

Petty Cash Voucher

NO 118 DATE Z -5 1986

To Robert (iies-leo& $

Ahne.Ay Cent$ DOLLARS

FOR Airport Rekikly ACCT. -511/

RECEIVED APPROVED

Petty Cash Voucher

NO //g DATE 2" 5 1886

TO /,?ohert Western- $.70
Ninety Bens sehhes-

FoRA;rpari arkire ACCT. 3111

RECEIVED APPROVED 6174f2)244.416

282
26



13. Deliver the money to the payee.

14. Ask the payee to sign the
voucher in the space marked
"RECEIVED."

15. Tear out thr original of the
voucher.

Clerical/ Secretarial Supplementary Units

Banking

11

Petty Cash Voucher

NO / /13 DATE 2-5 19 B4

TO Robei-1. UestPrn. $ .90

/vine7ly c e ef-s

FOR 1:1..,rporrt ark? 01..1 not _31/1____

RECEIVEDBIAni APPROVED C. -Yituvuek

2R3
27



16. Staple the receipt to the petty
cash voucher.

17. Place the voucher in the petty
cash box.

NOTE: Lock the petty cash
box if it is company policy.

DC SKILL SHEET 'I

y Cash Voucher

ern_

"its
trkiii,

DATE 2-5 18.86

$ .70
=-DOLLARS--

ACCT. 3/II
RECEIVED i't We911M1- APPROVED e 11411)44:dr-

284

28

to
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Banking
Skill sheet 1

Directions: Read through the following information on making change and solve the
problems listed at the bottom of the page.

Making change has been simplified by cash registers that calculate the amount of
change that should be given to the customer. In order to do this, the cashier enters the
amount of money offered by the customer and subtracts the amount the customer owes.
The cashier then proceeds to count out the amount of change by starting with the largest
denomination of currency and coins available and working toward the smallest.

Whenever an authorized office worker needs to give out money from the petty cash
box, the process is similar. Two examples of making change are presented here.

1. The sales manager gives you a receipt for the printing of advertising flyers. This
means that he has paid the, printers, and he needs to be reimbursed for this
company expense. The amount of the receipt is $14.89. The sales manager
should be given one ten-dollar bill, four one-dollar bills, three quarters, one dime,
and four pennies. ($10 plus S4 plus $.75 plus $.10 plus $.04 equals $14.89.)

The following form may be helpful:

Change Needed $20 $10 S5 S1 .25 .10 .05 .01

1. $14-.eil I 4- 3 / 4
2. 6.30 / / 2
3.

4.

5.

2. The newspaper girl brings in today's paper. It is also time to pay for the
monthly subscription. The cost of the subscription is $6.50. The newspaper girl
should be given one five-dollar bill, one one-dollar bill, and two quarters.

Problems: Fill in the for m provided abc.ve (lines 3 5) with the denominations and coins

that would add up to these amounts: $8.45, $21.43, and $13.54.

285
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F. Steps for Completing Deposit Slips

1. Clear work area.

2. Assemble equipment.

Currency

ODOM 11(111

V444.411.401on Coven 1.2.1
III Mk. 4.4*.

brk MOSb01

Aw

mar

01114.1

Woke Cowry
314 Neal% 116.4,
ta.Mo-\MOS I

70 N 1 I..'

Coins

B31

Deposit Slip

3. Sort the currency into
denominations.

4. Put all faces on currency up for
ease in counting.

Rubber Stamp

1

Calculator

Western Suppliers Corposellor
MalOn Aveft4

SolmION MIS owl 63101

PA11O 1M tCOIAt
naY? 444-te CO S

Santo. Cood, Sp*
314 Nom Wow/
UL M." 640.3,01

erA/0"0, ¢

70 111 4 144

144

P311MI
Delius

altZo /274/-4)%Z.

Checks for Depositing

7011.1.

f4.19.g

$ Lt2214_1

43teatal.--

286

31



5. Determine the total value of the
currency.

6. Enter the total value of the
currency on the deposit slip.

7. Sort the coins into stacks of
quarters, dimes, nickels, and
pennies.

r

(3 tens) $10 X 3 = $30
(3 fives) $ 5 x 3 = 15
(5 ones) $ 1 X 5 = 5

total value = $50

culir_5_Q12..a.
COIN

MST CHICKS SANCr. V

TOTAL FROM OTHER SIDE

TOTAL

LESS CASH RECEIVED

NET DEPOSIT

USE OTHER SIDE FOR
ADDITIONAL LISTING

BE SURE EACH ITEM IS
1-RTeERLY ENDORSED

32



e
8. Determine the total value of the

coins.

9. Enter the total value of the
coins on the deposit slip.

10. Stamp each check with the
restrictive endorsement.

Clerical/Secretarial Supplementary Units
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(4 quarters) $ 0.25 X 4 = $1.00
(8 dimes) $ 0.10 x 8 - .80

(10 nickels) $ 0.05 X 10 = .50
(11 pennies) $ 0.01 X 11 = .11

total value = $2.41

I

0

CURRENCY 5. Ir.4CASHCOIN
101141.1".4411

10/AL FROM 0111LR SIDt

TOTAL

LI SS ( ASII RR I I% ED

NET DEPOSIT

=
80-105/815

USE OI HER SIDE FOR
AUDITIONAL LISTING

HE SURE EACH ITEM IS
PROPERLY ENDORSED

For Deposit
Onty

Western
Supptiers

Corp.

118 Malone Avenue

Sikeston,
MO 63801

70 111 4

288

33



11. List checks individually. Identify
them by name of bank or by
the number Nritten as a
fraction in the upper right hand
corner of the check.

NOTE: If there are more than
3 checks, list them on the
back of the deposit slip or list
them on an adding machine
and attach the tape to the
deposit slip.

*

,
CASH

CURRENCY so -oo

80-105/815

USE OTHER SIDE FO
ADDITIONAL LISTIN

BE SURE EACH ITEM
PROPERLY ENDORSI

COINC 2- 4- 1
II V

52- I 7

TOTAL FROM OTHER SIDE

TOTAL

LESS CASH RECEIVED

1 NET DEPOSIT

R

IS
:D



12. Total the deposit slip.

13. Fill in the date of the deposit.

14. Enter the total in the check
stubs or check register.

Clerical/Secretarial Supplementary Units
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DEPOSIT TICKET
CASH "::::" 4- 1 al

1:0105/11S

VIgiVLII,:::

Sl 14.111 11.101.111
MC.IllY MORS!

? :4;
Western Suppliers Corporation 5 2- / 7
118 Melons Avenue r86I80-''/72.9 #3 7 4 #1.
Sikeston, MO 63801

DATE 19

1.419..10101.1,101

TOTAL 4501 00
..... .......^".
NET DEPOSIT

Sikeston County Bank
314 North Ranney
Sikeston, MO 63801

70 1 1 1 irs'
1-7 s nal ........ ssi. ma .1.. os ao .041 %NM. N.. ruo.1...S. am ....1 414 1.4 mu 4%1 .. .1 ..... a 1......

DEPOSIT TICKET

Western Suppliers Corporation
118 Malone Avenue
Sikeston, MO 6380:

It.kDATE19.nelinka, 2") 19 --'

CASH

ESIDYiliii/W.Eira
Cunt w v

co.
MCP"=MIMIpal

SG K6/116

alrg:Mg:
111. MA1,401,1101
PaCitLY NON.

0-/00 121 rixtrirce
le. 10.....
MLIMMIrrgigarla

$ ........lon.
10...,.......1C.101 NET DEPOSIT

Sikeston County Bank
314 North Ranney
Sikeston, MO t%3801

70 1 1 1 411°
t.7.1 0,,,...,,, .T...... au claw. re. 410.1.)111 r0 ..ornmm ....m.o... I. no . onat .110...... el..

NO /46 DATE

PAYEE

FOR

AMOUNT

BAL. BROUGHT I ,
FORWARD 4' 7--

DEPOSIT 4-5. 6 1.0 0
SUBTOTAL 6 0
AMT. OF CHECK

BAL. CARRIED
FORWARD

35 290
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G. Steps for Reconciling Bank Statements J

1. Assemble the necessary
equipment.

it-20 1i
NO e r
PAYEE t
FOR
0,202.0

*0200 3{r %2
C/FM A" .1 Z

DEPOSIT

SUBTOTAL °
AMT, OF CHECK

4111

Chr-:k Stubs

Sample Bank Statement

0044/40 Couvey 11011
104 3904 ItaAre
29404. MO 42401

Worm 2/992. to Corornmon
III M4/44. Ayr 44
1.2 4rort MO 43601

444310, 1901
7.4 314-4714711
793.01

15/4. 01017/86
Mc No 70 111 4

Actosr Saw., 1469448420

tun Law Tv..
1 1246044 4/09.r Credo
II C2409,0.441 Pt.
3 Some* 7644044

1M40 041644

1297/10 42317
376407
I 93/ II

1500 -
01/17/17 1 77701

7140147 D4pornr Duo 34.14,44

Owl 170 444.17 12/73 100
314403 12/72 3.27393

C7443 111 10125 12/77 3.17147
Chirct 121 127 47 12/77 2013 25
17.4.1 IlS 93711 11433 3.1117103401111 II II 01/0 3.024 64
13441 173 N OD 0190 1 106 74
0200 164 4111 0194 1.11411
70.01 738 10333 0121 12917104401177 LX 01/01 1 11483
0240.1 130 I.38 01/13 140 27
CIrmk 140 LOP 72013 IAN 11
Yen. Ctrepo 4937 OM% 1.19316
03.2.0.400 1003 01/14 1.7444
Clock 181 1413 01/16 1.7770

Bank Statement

Calculator

4100111 117411

%WWI 244411444 CorpormIon
III M4404.7 Avows
334.424 MO 43031

s 11

4414r:::".

44 rwr,

17.7/....V.(3. 2

...."...2
104144

M Mos,.
1118449 Canty WA
314 144941444447
144/104404. MO 43101

70 131 12r.-r .......................-....................-,....,....................-....--

Deposit Slips

Reconcilement Tom

19444 0.0404 o.
0k104441.010 1 042303

ATI Orposrrs Not
Swerneni

Wyo. 974419 27401
b,4 orr Semen

Np

to I7

1.124.4< 52014
C14(114941

4010 447 13.44447
Na Alody
Owned In
CT.3.1400k

2144441

Saber. SUMO
7191044 1441 424341
Wd C1948.4 Na

1309114942

tool 7.0.9

Reconcilement Form

Western Suppliers Capacitor
111244404 20,10.4

50449604 64467.4/19894

PI= P4,.. If Ottick

CouNytkm
)10 .40,4m

3.4.94A 90 &WI

2.....rtfiklophrarltu.2

120

Dorms

(unfrtiilaciflimicte.
TO 112 7. 11.1.

291

37

Cancelled Checks



2. Look for the account summary
information on the bank
statement.

Account Summary Information*****************

Balance Last Statement 12/17/85
1 Deposits/Other Credits

12 Checks/Other Debits
2 Service Charges

Ending Balance 01/17/86

1455.7 +
3,264.02 +
1,927.11

15.00
1,777.08

3. Check to see if there is an
amount listed under "Service
Charges."

Summary Information;i. AAAAAAAAAAAAAkAAAAAAAAAAAAAAAkAccount

Balance Last Statement 12/17/85 455.17 +
1 Deposits/Other Credits 3,264.02 +

12 Checks/Other Debits 1,927.11
8.vice Charges(27 15.6r7i-

Ending Balance 01/17/86 1,777.08

4. Enter the description and
amount of the service charges
in the check register or the last
check stub.

5. Deduct these service charges to
bring the checkbook balance up
to date.

Check 140 2.09 01/13

NO DATE

PAYEE at;fic Electric
218416

FOR Elec frit
AMOUNT ,Z of 07

BAL. BROUGHT L ,
FORWARD h .1 00

DEPOSIT I Ca J ' a °
Service Charge 5.00 01/13 SUBTOTAL ti A7 . 2 4-

AMT. OF CHECKNew Checks 10.00 01/14
Check 142 15.10 01/16 (174rojeS 3'..5eviCC

BAL. CARRIED a e
FORWARD Y 1.7

292
33
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6. Locate the "Ending Balance"
shown on the bank statement.

iddribk-MbIrkk**** .4.***Account Summary Information

Balance Last Statement 12/17/85 455.17 +
1 Deposits/Other Credits 3,264.02 +

12 Checks /Other Debits 1,927.11
2 Service Charges 15.00

Ending Balance 01/17/86 1,777.

7. Turn the bank statement over
to find the reconcilement form
provided.

8. Enter the ending balance in the
space entitled "Balance Shown
on Bank Statement."

Reconcilement Form

Balance Shown on
$

7 08
Bank Statement Penod

Aciti Deposits Not
on Statement $

Subtctal $

39
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9. Pick up the stac.: of cancelled
checks. Sort the stack into
Deposit slips and cancelled
checks.

OttoSot Mitt

Western Suppliers Corporation
I til Malone Avenue
staaston. MO "WI

CUM 11/ 2-2
woo OVI

Sikeston County Bank
314 North Flamm
Sikeston, MO 63501

=ACC
FFICHEI

MR==== IMMIMELM=umrias "41:71,t Iat=I= IM
2.7 - Ci3*nrt,==

18-1M/14

? 0 111 1.0
.11106ago owe moo .1 sem. fa,so. now

Pay to the /order

Sikeston County
Dank

31s Norm Ra""i
Sikeston. MO 83S0

03 i I
?() 144

Dollars

10. Compare each slip with the
check stubs or check register.

NO 121 DATE a-2045
PAYEE ef Ionia I Federal
FOR germ Fe e
AMOUNT /

BAL BROUGHT ,
FORWARD

DEPVIT 3, 264 I, 2-
SUBTOTAL 3, 662.. 7 4'
AMT. OF CHECK i° / 6
BAL. CARRIED A_

FORWARD °

Otosit rtartt

WIMIWT. Smoot ler* Corporation
Its Melons Avenue
Sitiostod, MO 63031

bAn /2 /22-
1111116,14

"17:

32 0L

yam Mell
10 tAll 3269 OZ.

11011%sw 41.1.111.

h., ix Nit DIPOSI1 32GN 02
Sikeston County Sank
314 North Ranrey
Sikeston, 130 63601

.sely 4111 Wm. .g.1 mi me.

294

40



11. Place a check mark on the check
stub or check register for each
matching slip.

12. Search the check stubs or check
register for any additional
deposits.

13. For each deposit that does not
have a check mark, enter the
amount on the reconcilement
form in the space entitled "Add
Deposits Not on the Statement."

Clerical/Secretarial Supplementary Units
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1=4.

NO ad DATE i2. -w -85
PAYEE Cdoni41 Federal
FOR Rcpt Fee
AMOUNT /0/ 60

BAL. BRGJGHT
FORWARD

,6,.
P I 4

DEPOSIT 12 64- 02.
SUBTOTAL 3,5 82- 7 4-
AMT. OF CHECK / 0 / 6
BAL. CARRIED d os d_

FORWARD 2

NO DATE

PAYEE

FOR

AMOUNT

BAL. BROUGHT A

FORWARI) is Nob . A. 1"

DEPOSIT 4,501 00
5intke 1.5. DOMarl C 5
AMT. OF CHECK 2-0 9 09
BAL. CARRIED

FORWARD 1. " "'

Balance Shown on
$

, An
Bank Statement /, / 1 / . vo

Add Deposits Not
4: It- SO / . 00on Statement v

Subtotal $

295



14. Add the "Balance Shown on
Bank Statement" to the deposits
and enter a Subtotal.

15. Pick up the cancelled checks
again and arrange them in
numerical order.

16. Compare the checks individually
with the check stubs or check
register to be certain that the
amounts are identical.

NO /2o DATE lb-2-4-85
PAYE E (;1104140 hdered
FOR Ken! Fe,
AMOUNT /0/.60

BAL BROUGHT nv.
FORWARD

DEPOSIT _3, 2- r 2-
SUBTOT/ L 5 2- 74-
AMT. OF CHECK /Oh 60
BAL CARRIED d /Mt /-

FORWARD

Balance Shown on -I-71 rig
Bank Statement I/ 1/`'

Add Deposits Not
on Statement $ 50 / . 00

Subtotal $ 6/ 2-7B. 08

TWestern Suppiters
AMve

Corpontion
IIII use.

S.010% WM. OM (71:)/0 frIt 911
Western Suppla;:s Corporation 122

11$ Wk. A yew*
Uwe., 114.0.o, 1,31111 nid2Shisfas../

Western Sv0011ere
III moons *WM

$..1" &Nape. 1.1031 7:. )ceriker zZ
121 J

w.ttim svorAlvs co,P0,0*^ 120 M.oke

"017 Prini 1* 44dC/1" SIVA.= I
:SsiejviA21022=Dow

$ ant. cr.., ss.

fe; nA4nthiLdiata
70 IA

11.

123

Western Suppliers Corporation
118 Malone Avenue

Sikeston, Misskurl 63801 Ota4IJItr2419 85

PaY to t" rent4.4" -9..ceetA 4F $order of

121

awii4444gd olte and Woo Dents
Sikeston County Sank

314 North Fianna),
Sikeston, MO 63801

Memo _Zellit /*Lt. 414 Wort
Acet.lop

?Cl 111 4 1,44

42 2 t."v 6



17. Place a check mark on the check
stub or check register if the
cancelled check has been cleared
by the bank.

-->

NO /21 DATE

PAYEE T:2014
FOR en-t Fee
AMOUNT /0/ 60

BAL. BROUGHT 2/0.
FORWARD 'd

DEPOSIT 3,164 4 2-
SUBTOTAL 3.56 z- 7 4-
AMT. OF CHECKW9/' 60

B

18. Locate the "Checks Issued But
Not on Statement" column on
the reconcilement form.

19. For each check that does not
have a check mark, enter the
number of the check and the
amount of the check in the
"Checks. Issued But Not on
Statement" column.

Clerical/Secretarial Supplementary Units
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Western Suppliers Corporation
118 Malone Avenue

Sikeston. Missouri 63801

Pay to the 43.6.2u:
order of q i eith $ AV. 10 i

I
- b

amLa4M414161 otgonef //ag

Ig5
1 Z1

Sikeston County Sank
'%4 Notth Ranney

Sikeston. sto £3801

Memo .ertAtt 1-44
Ace. 10,11

Dollars

440eith7e4h2rmitzdt.

?0 it/ t. 144

tecondlenstat Tons

{4.4*p-
1.4 SW.16.

Subtract Checks Issued
But Not on Statement

No.

12 4 .31
137 2. .50
/ / 7 . 25

/
, !

g . 70
/0c. DO
vsirled

2O1. Of

Total

balance

43 297



20. Determine the total value of the
"Check Issued But Not on
Statement" column.

21. Subtract the checks from the
Subtotal to determine the
corrected bank balance.

Subtract Checks Issued
But Not on Statement

Total

No. S

bBq 4 ,i 31
137 78 . 50
1 *1 / 7 . 7.-5

J q . 7 0
. 00

J I- itoiele
2017. Of

4_x¢.13

Balance

Reconcilement Fonn

Balance Shown on 1 i
f "a

UM &baren il Period to

Add ',spout Not /7 50/.00on Statement i

Sbtou S 6,271. 08
Subtract Checks Issued

But Not on Statement

Total

Balance

No.

/29
117
I 1
/4.3
/44

Balance Shown on
g Checkbook

41.39
.ze. so
/ 7 7-5' Add Any /Sepottts
33,. 7 0 Not Already

/05. 00 Wired in
Checkbook

1+ lot. 09

Sig 4.3. /5

44

298

Subtotal

Subtract Sersoce
Mamas and Other
Bank Charges Not
!n C/eckbook

Total

Wince



22. Enter the ending balance
from the checkbook.
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DAZE Balance 2toam on e LI.47 /K

poR

It

Add Any Deposits

so

""'
;YEE,

000
En Already

5toimaStC Aso 1
Entatod In

Subtotal

DENO
rot t

I

5tplGt - 5 t

oval piatl

23. Compare the ending balance of the checkbook with the corrected bank balance.
The amounts should be the same.

Re'-mcilement Form

Balance Shown on 7.08
Bank Statement /

-7
Period to ,9

Add Deposits Not
ort Statement $ 50o .

Subtotal S 6,2_77 08
Subtract Checks Issued

But Not on Statement

No. S

129 41. 39
137 26. 50
141 17.2-5
1,4-3 33.70
/44 105". o0
14-1 voided
14-6 2.0 V.

Total

Balance

4=74. '3

5 31-3.1 5

Balance Shown o
Checkbook s 5843.15

Add Any ot posits
Not eady
E ored in

hockbook

299

$

Subtotal $

Subtract Service
Charges and C her
Bark Charges Not
In Checkbook

Total $

Balance $

45
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Banking
Unit Review

Directions: Answer the following questions using the blanks or forms provided.

1. Study the bill shown
here and enter the
data requested.

UNION ELECTRIC P.0 BOX 529 ST. LOUIS. MO. 63.66

Western Supplies Corporation

3777122055007

153.30

rru 118 Malone Ave. Da.126
SILL CATE

AVVIAGE FUEL AO,

BTUWI; 411711.11All..
PREV. ROO. PRES. RDO. SERVICE USE COO* SERVICE AMOUNT

0212
7101773890
SIKESTON
SALES

D306

TAXES

9.414TWTR
2873ELRES

TAX

96
01

16;77
127 24

7 13
2;16

ou5 BY I0 VI kinra.10-1,12 7 i TOTALS 1, c g ';n
ACTUAL METER READING

CORRECTS PREVIOUS ESTIMATE wa
CONSERVE ENERGY - INSTALL (7)

INDIVIDUALLY CONTROLLED cn

HEATERS - IN A COMFORT ZONE. F.,

a.
al

61r.---.377711221055007 00153130 lc
ACCOUNT NUMBER TOTAL DUE

a. The due date is

b. The minimum payment due is

c. The account number is:

d. The billing date is

2. Prepare a tickler card for the bill
in Question 1.

47
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3. Prepare the check stub and check for the bill in Question 1. Use check Number
147 and January 13 as the date.

NO DATE
Western Suppliers Corporation

118 Malone Avenue
Sikeston. Missouri 83801 19

147

PAYEE

FOR

Pay to the
order of

AMOUNT

BAL.
FORWARD

BROUGHT */80. /0

DEPOSIT

SUBTOTAL

AMT. OF CHECK

BAL CARRIED
FORWARD

Sikeston County Bank
314 North Ranney

Sikeston. MO 63801

Memo

Dollars

70 Ili ti ILA

4. The following receipt was presented by Ms. Western for a new diskette file.
a. Prepare the petty cash voucher. Use No. 122 and January 13 as the date. .

The account number is 3109.

LOWELL'S
YOUR RECEIPT THANK YOU

710/4 6 16 799

8854773 1 7.97 MDS
7.97 STD

.48 ATX
8.50 ATD

.05 COO

1113186 1 CSH 8.45 TTD

b. Indicate how the change would be prepared.

How many $1 Os?
$5s?
$1s7

quarters?
dimes?
nickels?

pennies?

no1

Petty Cash Voucher

NO DATE 19

TO

DOLLARS

FOR ACCT.

RECEIVED APPROVED
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5. In today's mail, you receive three checks. Prepare a deposit slip. The checks are
for $234.18, $60.59, and $98.33.

O

DEPOSIT TICKET

Western Suppliers Corporation
118 Ma!one Avenue
Sikeston, MO 83801

DATE 19_
0

MN ICU tot c.. t11IMO N WISANDI

Sikeston County Bank
314 North Ranney
Sikeston, MO 83801

70 LLL

CASH
CURRENCY

CNN
A1114.4411

7011Alf10101.KII1H%

TOTAL

SI SS CASH HI CSIAIS

NET DEPOSIT

IC105/1115

OTNt R SIDE fOR
RDOOTIONAL LILTING

St SURE EACNITILUS
PROPCILY ENDORSED

AHOHOHII nIbp WOO St21101011.4 IMOWurrftlw IW VMMU1(uu1t114 t0e1 an ion Arrotass1 ItleHe.1.21141.1

49
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Performance Checklist
Student has successfully performed the following steps of procedure.

Organized Payments Yes No Comments

1. Identified and assembled equipment
2. Opened incoming bills
3. Determined due date
4. Prepared a tickler card if due date was more than 5 days

away
5. Checked the tickler at the beginning of each work day
6. Used procedures manual to determine whether to prepare

a check or petty cash voucher

Paid Bills by Check Yes No Comments

1. Prepared check stubs
2. Prepared checks
3. Secured authorized check number
4. Correctly placed check and return portion of statement in

the return envelope
5. Wrote or typed a return address

Paid Bills with Petty Cash Yes No Comments

1. Prepared petty cash voucher
2. Secured an authorized signature for the petty cash

voucher
3. Counted change to give to payee
4. Secured payee's signature

Performed Banking Activities Yes No Comments

1. Completed a deposit slip:
sorted currency into denominations
entered the value of the currency
sorted coins into quarters, dimes, nickels, and pennies
endorsed each check
entered checks singly
identified each check by bank name or code number
determined the total of the deposit slip
supplied the date of the deposit
entered the deposit in the check stubs or register

2 Reconciled a bank statement:
deducted service charges from checkbook balance
entered the ending balance from the bank statement on
the reconcilement form
sorted deposit slips and cancelled checks
compared the deposit slips with the check stubs or
register
entered the amounts of outstanding deposits on the
reconcilement
adued outstanding deposits to ending balance
entered a subtotal
arranged cancelled checks in numerical order
compared the cancelled checks with the check stubs or
register
entered amounts of outstanding checks on the
reconcilement form
totalled outstanding checks
deducted outstanding checks from tne subtotal and
entered the corrected balance
compared corrected bank balance to checkbook balance

Student Signature/Date

303 Satisfactory - Should Move On 0
Repeat This Unit 0

Instructor Signature/Date 51
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Incoming Mail
Introduction

Since more mail is sent each year, office personnel who answer incoming mail more
and more need the help of other office workers. Clerical/secretarial workers are needed
to open the mail, time stamp the mail, attach enclosures, and prioritize incoming mail.

This unit shows you equipment, supplies, and step-by-step procedures for handling
the mail which is received by a business.

Unit Objective
After completion of this unit, you should be able to demonstrate procedures for handling
business mail.

Specific Objectives
After completion of this unit you should be able to:

1. Demonstrate how to open business correspondence.

2. Demonstrate how to attach enclosures.

3. Decide when to attach envelopes.

4. Decide when to write an entry in the mail register.

5. List the priority of business correspondence.

o

Are You Ready?
Check the statement which is true for you.

I 0,
I want to study the information
in this unit before doing the
Performance Checklist.

TURN THE PAGE
AND BEGIN

1
E
I can do the tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR

1 305
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A. Terms and Equipment Needed for Processing Incoming Mail

Terms

1. Correspondence letters or other items which circulate through the mail

2. Enclosure an item, such as printed material, inserted in an envelope or
package along with a letter

3. Enclosure Notation the word "Enclosure" which is typed under the reference
initials on a letter to show that an enclosure is being sent with the
correspondence

4. Mailing Notation words such as "Registered" or "Confidential" which appear on
the envelope below the return address and on the stationery below the date line

5. Mail Register a form used in recording information about incoming mail
whenever:

An enclosure notation was typed but no enclosure can be found
The correspondence was sent byCertified, Registered, Insured, or other
special delivery mail services
A shipment, which is mentioned in the letter, is being sent separately

6. Postmark the date stamped on the envelope when the postage is stamped by
postage meter, or the date stamped on the envelope by the post office

7. Priority - order or rank of importance with the highest priority or rank being
the most important or urgent

8. Return Address the address of the sender which may be found in the upper
left hand corner of the envelope. The sender's address is also shown in the
letterhead.

306
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Equipment and Supplies

Lotter Opener Date Stamp

Mail Register Tape Folders

riot?

4

Paper Clips
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B. Steps for Opening Incoming Mail

1. Clear your work area and
assemble necessary equipment
and supplies.

Paper Clips

2. Sort and stack mail according to
size.

CAUTION!
Do not open envelopes
marked "Confidential" or
"Personal." These envelopes
are delivered unopened to
the person to whom they are
addressed.

3. Turn envelopes face down.

4. Open the envelopes by inserting
a letter opener under the flaps
of the envelopes or by loosening
the clamps on manila envelopes.

Letter Opener Date Stamp

Mail Register Tape Folders

5 308



C. Steps for Handling Incoming Mail

1. Pull out the contents of only
one envelope at a time.

2. Unfold the letter.

NOTE:

Use tray parent tape to mend
a letter if it was torn when the
envelope was opened.

Clerical/Secretarial Supplementary Units

Incoming Mail

3. Set the date on the date stamp
for the current date. Stamp the
p!ece of correspondence with
the date.

4. Look for enclosures and
enclosure notations.

5. Place a check mark ( ) to the
left of the enclosure notation
when the enclosure has been
included in the correspondence.

Now is the right time to consider investing more of
Air United earned a larger net income this past year
history. Next year is expected to be even better.

We appreciate your interest in our organizatioh and
having you as a major stockholder in the many years

Sincerely yours,

AIR UNITED, INC.

Lee Williams, President

tare

Enclosure

7 309



6. Write "No" in the margin to the
left of the enclosure notation if
the enclosure was not sent.

7. Clip large enclosures to the back
of the correspondence. Clip
small enclosures such as checks
to the front of the
correspondence.

A/0

you request, we can usually order it for you and have
time.

If you wish, you may order by mail by using the encic
by phone are also acc.pted.

Visit our store and see if you don't agree that we ha
selection of office supplies in the area.

Sincerely yours,

EASTERN OFFICE SUPPLY COMPANY

IrtatAlit- s8Ad7t4rni
Mary Browne, Sales kanager

Ure

Enclosure

flinumnewmc

R101301

7. =74

pawn..
/4.

iiiii ea.

1510....,............II
4440. PG

3.

2*
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D. Guidelines for Deciding when to Save Envelopes

Attach envelopes to the
correspondence when:

1. There is a difference of ten days or
more between the date typed on
the dateline on the letter and the
date in the postmark.

2. There is no typed name of the
sender.

3. A legal document, such as a
contract, is enclosed.

4. There is no return address on
the stationery.

5. An enclosure is missing.

NOTE: If in doubt, save the
envelope.

411tttWn B"tevata602%ettMO dg302::ingfield,

'V o.°° usoosum
UV um" 'ECUS

1 10 Vg:;;*

Tebru.ry 6, 1986
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feel free to write o.
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Ppringtield, PO dI*02

ta:-.'r N. Lows

M ate bap?, to
Worn you that the

epartsent you ars interested in

will be available egutil 1. 106. Ile you requested, ale are

rentirq
enclosing ons-year contract

requiring lout signature.
bleu. return

the ccotrect to Our orrice. It
be appreciate your

patience end loot toward to your move. orrice
to can

or any !unbar assistance. feel tree to init. cc cal our .
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errs
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-0 E. Guidelines for Deciding when to Write an Entry in the Mail
Register

1. Scan the contents of the letter
for:

special mailing notations

commF nts about shipments
being sent separately

2. Record the correspondence h
the mail register when:

an enclosure notation was typed
but no enclosure can be found

the correspondence was sent by
Certified, Registered, Insured, or
other special delivery mail
services

a shipment, which is mentioned
in the letter, is being sent
separately

312
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F. Steps for Prioritizing Mail

1. Place telegrams and letters
marked "Confidential" or
"Personal" in a folder labeled
"Priority Correspondence."

2. Place letters, memos, and bills
along with their attachments, if
any, in a folder labeled
"Correspondence."

3. Place newspapers, brochures,
magazines, catalogs, and other
correspondence in a folder
labeled "Other Correspondence."

DO SKILL SHEET 1

ClericallSecretarial Supplementary Units

Incoming Mail
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Incoming Mail
Skill Sheet 1

Directions: Answer the following questions.

1. The postmark on the envelope is October 10. The date on the letter is October
10. Would you attach the envelope to the letter? 0 YES 0 NO

2. The postmark on the envelope is October 10. A Bill of Sale accompanies the
letter. Would you attach the envelope to the letter? 0 YES 0 NO

3. The typist does not type the signer's name, but the signer signs the letter
anyway. Would you attach the envelope to the letter? 0 YES 0 NO

4. The writer types the letter on plain paper and forgets to type the home
address. Would you attach the envelope to the letter? 0 YES 0 NO

5. The sender forgets to send the enclosure. Would you attach the envelope to
the letter? 0 YES 0 NO

6. The sender forgets to sign the letter which is dated October 10. The envelope
is postmarked October 17. Would you attach the envelope to the letter?

O YES ONO

7. The sender includes a Lease Agreement with the letter typed on plain paper.
The sender's name is not typed on the letter. Would you attach the envelope
to the letter? El YES El NO

8. The letter mentions a shipment to be sent. Would you register the letter?
O YES ONO

9. The correspondence is a telegram. Would you register the telegram?
O YES ONO

10. The memo mentions an attached report, but the report is not in the manila
envelope. Would you register the correspondence? El YES El NO

11. The package is sent by Insured Mail. Would you register the package?
O YES ONO

314
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Incoming Moil
Unit Review

Directions: Circle the best answer for questions 1 through 5.

1. Which example shows the correct way to open business correspondence?

a. b.

2. An example of a mailing notation is:
a. "Registered"
b. "Postmark"
c. "Return Address"

3. The enclosure notation is typed in this location:
a. between the date and address
b. below the reference initials
c. in the upper left corner of the envelope

4. Small enclosures are attached to correspondence
a. by clipping them to the front of the letter
b. by stapling them to the bottom of the letter
c. by stapling them to the back of the letter

5. Which of the following examples does NOT need to be noted in a mail register?
a. a letter sent by First-Class Mail
b. a letter sent by Insured Mail
c. a letter which indicated that a catalog was being sent
d. a letter which indicated an enclosure but the enclosure was not found

6. List two examples of incoming mail that would be placed in a folder labeled
"Correspondence."
a.

b.

315
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Incoming Mail
Performance Checklist

Student has successfully performed the following steps of procedure.

Incoming Mall Tasks Nes! No Comments

1. Identified and assembled equipment
2. Sorted and stacked mail according to size
3. Did not open confidential or personal mail
4. Used letter opener to open letters
5. Inspected the contents of one envelope at a time
6. Unfolded the letter and inspected for any cuts
7. Checked the date on the date stamp

.,

8. Stamped each piece of correspondence
9. Inspected correspondence and envelope for enclosures

10. Placed check mark next to enclosure notation
11. Wrote "no" when enclosure was not found
12. Clipped large endosures to the ,ck
13. Clipped small enclosures to the front
14. Attached envelopes to mail when appropriate
15. Registered mai! when appropriate

8. Sorted mail in proper folder for delivery to
correspondents

Student Signature/Date

Satisfactory - Should Move On 0
Repeat This Unit 0

316
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0 Outgoing Mail
Introduction

The average cost of a business letter is more than $8.50. Therefore, it is very important
that clients and customers receive business correspondence in a timely manner.
Secretarial/clerical employees can help insure that each piece of correspondence reaches
its intended receiver by keeping accurate, up-to-date mailing lists of customers and by
processing outgoing mail correctly.

This unit shows you how to use the Zip Code Directory and presents the supplies,
equipment, and procedures for processing outgoing mai!.

Unit Objectives
After completion of this unit, you should be able to correctly process outgoing mail.

Specific Objectives

IDAfter completion of this unit, you should be able to:

1. Select the appropriate envelope.

2. Correctly prepare envelope and correspondence for mailing.

3. Weigh and determine correct postage for First-Class Mail.

4. Use a Zip Code Directory.

Are You Ready?
Check the statement which is true for you.

I want to. study the information
in this unit before doing the
Performance Checklist.

TURN THE PAGE
AND BEGIN

111=111=1MI

I can do the tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR

1
318
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A. Terms and Equipment Needed for Processing Outgoing Mail

Terms

1. Classes of mail Outgoing mail may be sorted by classification. The amount of
postage attached to the envelopes or packages depends upon the class of mail
used and the weight of the item. For example:

First -Class Mail includes letters and post cards.
Second-Class Mail includes newspapers and magazines.
Third-Class Mail includes generally "advertising mail."
Fourth-Class Mail includes a package weighing one pound or more.

2. Mail services Outgoing mail will receive special attention at the post office if
the sender purchases servtes in addition to postage. Some commonly
purchased mail services include Special Delivery, Insured Mail, Certificate of
Mailing, Return Receipt, and Overnight Delivery.

3. Postage - Stamps, a postage meter stamp, or a postage meter label (an adhesive
strip) which is imprinted with a postage amount.

4. Rubber stamps These devices are used for stamping words onto envelopes and

packages.

5. Zip Code directory This book provides information about the Zip Code. The
purpose of the Zip Code is to help the U.S. Post Office Department deliver mail
more efficiently.

Equipment

Stapler Paper Clips Window Envelope No. 10 Envelope

Manilla Envelope Mailing Label Stamps No. 63/4 Envelope

3 319



Rubber Stamp
and Ink Pad

Postal Scales Moisteners Stamp Dispenser

Postage Meter Postage Meter Mailing List

Rubber Bands Third-Class Labels Postal Tray

Zip Code
Directory
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B. Steps for Preparing Envelopes

1. Clear work area.

2. Assemble equipment.

Stapler Paper Clips Mailing List Window Envelope No. 10 Envelope

Manilla Envelope No. 63/4 Envelope

3. Scan the outgoing mail, which
has been signed or initialed, for
enclosure notations or mailing
notations. (Also be certain that
the appropriate number of
carbon copies or photocopied
copies have been made.)

Zip Code
Directory

Mailing Label Rubber Stamp
and Ink Pad

WOOF=
Kt. Sill Lows
602584st Ind boulevard

Ogringtield, KO
65802

We ate hogg
to tams you

that the
argument you

ate interested
in

oast Nt. WOO

Warn Will b. ',sites.
wit 1, 1.$4.

AS yOO
tOgOeSted, WO ale

enclosing
one-yeas contract

requiting yout
signature and

return.

lie *prostate
rut patience

and look
tomard to of

sows.
It we ma be

&ay gust's/a
WilitAnOt.

!MI tO10 tO +tits
call out cgtios.

Sinoessly ran.

kOOKtiAGOVOrt03001

,Sfre41.--,
KO etas'', Oat NonOgt

gnoloeur
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4. Staple or paper clip small
enclosures to the front of the
correspondence.

5. Place other enclosures behind
the correspondence.

6. Choose an appropriate envelope.

P3114PL'
In

CW1w.."

WOW,/ WW
4.164

,.
=NNW

To type a No. 10 envelope for outgoing mail.. .

7. Prepare the typewriter by
clearing all margins and tabs.

CLR

SET

0 5 10 15

10A
12A

0 5 10 15 20

22



8. Set a tab stop at 50 if you are
using an elite typewriter. (Set
tab stop at 40 if you are using
pica.)

9. Insert the envelope into the
typewriter and space down to
line 2.

Clerical/Secretarial Supplementary Units

Outgoing Mail

4=111111

7

oeNr
CLP

SET
35 40 45 50

1 i il III II il !ti il
IIIIIIIIi 111111111

i5 50 55 60

e
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10. Space forward three spaces from the left edge. Type the sending company's name 0
and address in block style. Use single spacing.

11. Return the carriage or "index" down 12 times.

12. Tab over to 50 (or 40) and begin the first line of the receiver's address:

10. 3 spaces

SCHLOSSER CONSTRUCTION COMPANY-----
44 INDEPENDENCE
CAPE GIRARDEAU MO 63701

11. 12 spaces

Ilne 2

12. tab
MRS ROSANNE HILL

324

8



13. Type the address in all capital
letters without punctuation, as
shown.

14. If the Zip Code does not appear
on the inside address of the
letter, consult your company's
current mailing list. This may be
maintained on index cards,
photocopied lists, or on a floppy
disk. (If the customer or
company is not listed, make a
note to add it to the list.)
You may use a Zip Code
Directory to locate the
appropriate Zip Code.

15. Type or stamp mailing notations
such as "Insured," "Registered,"
and "Certified" a double space
below the area where the
postage will be placed on the
envelope.

Clerical/Secretarial Supplementary Units

Outgoing Mail

MRS ROSANNE HILL
149 WEST WALNUT
SIKESTON MO 63801

NGS

ir 46808 Ruanne Dr 46815

1 Id 46804 Rudisill Blvd, E. 46806

le Rd 46819 Rudisill MA W 46807

46815 Rummel Ave 46818
46804 Rumsey Ave 46808

46816 Runnion Ave 46808

it 46803 Rupp Dr 46815

St 4E-808 Rurode In. 46809

le Ave 46806 Russell Ave 46808

t tic Dr 46816 Rutgers Dr 46819

K 46804 Ruth St 46805

Dr 46825 Rutland In 46815

46825 Saddle Dr, E 46804

I Dr 46804 Sagimore Ct 46815

Dr 46815 Saginaw Dr 46804

Dr 46804 Saint Andrews In 46803

Dr 46825 Saint Claim Retreat St 46825

FORT WAYNE IN

brook Dr 46803
urst Dr 46825

Shalimar Cir & Ct 46808

Shalimar Dr 46825

Shamrock Rd 46819

Shannon Dr 4615
Sharon Dr 46825

Shawnee
6815

Dr 46807

Shell Dr 4

Shenandoah Cir, E & W 46815
Shepherd In 46815

Sheraton Dr ,..46808

Sherborne Blvd 46805

Sheridan Ct 46807

Sheridan Rd 46803

Sherington Rd 46804

Sherman Blvd 46808
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16. Fold the correspondence and
insert it into the No. 10
envelope following the example
shown here.

17. For window envelopes, fold the
correspondence in this manner.

r I
Place the Fold up the

letter on a bottom third.
flat surface.

Fold down
the top third.

Insert letter
Into

envelope.

)
Turn letter
sideways.

VAINit.riLlrlir
IIVI.VaNITEAUVrrnanitim-Ase- .

Start with letter Fold down the Turn letter over. Fold the bottom Turn letter Insert Into
turned toward top third. third up. lengthwise. envelope.

surface.

To address

18. Prepare

a manilla

a mailing

envelope

label.
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19. Lift the label from the backing
strip.

20. Stick the label in the lower right
area of the manilla envelope.

NOTE: Either attach a return
address label or stamp it on.

21. Use a rubber stamp to indicate
mailing notations such as
"First-Class."

ClericailSecretarial Supplementary Units
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22. Insert the correspondence.

11! ii;
IN !I i jri

I 14 ii i!
i ;'I F. 't
I

ii
id iita

:ii ii , I

II, Li
I,h: rk

If using No. 63/4" envelope, type the address on the envelope in the following
manner:

23. Prepare the typewriter by
clearing all margins and tab
stops.

24. Set a tab stop at 25 if you are
using an elite typewriter. (Set
tab stop at 20 if you are using
pica.)

gr--
CLR

SET 10

120

0li
1 1

0

5 10 15
II t 1 1 II 11111 ilii

1 1 1 1 1 1 I I 1 1 1 1 1 1 1 1 1

5 10 15 20

<

15 20 25 30
J li ill II il 1 ilIIIIIiiiiiiliiiIIII

20 25 30 35
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25. Insert the envelope into the
typewriter and space down to
line 13 from the top of the
envelope.

26. Tab over to 25 (or 20) and begin
the first line of the address.

27. Fold the correspondence as
shown and insert into envelope.

Clerical/Secretarial Supplementary Units
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LI y s,,
1111111111

dair AreArdrialrilissiiii

'owlet

fic36-11:111RfaCIPAPPMFai

Ca=

Lay the letter on
a flat surface.

-
Fold up bottom Fold right third toward the center. Insert into

half. Fold left third toward the center. envelope.

DO SKILL SHEET 'I

13
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Outgoing Mail
Skill Sheet 1

Directions: After studying the different types of envelopes shown here, answer the practice
problems that follow.

1. General correspondence is
usually mailed in No. 10
Envelopes.

2. Use manila envelopes for
correspondence which should
not be folded.

3. Window envelopes may be used
with general correspondence,
statements, or business forms.

4. No. 63/4 envelopes may be used
with paper which is less than 61/2
inches across. General
correspondence may also be
sent in these envelopes.

5. "Advertising mail" is mailed in
envelopes which have been
imprinted with the bulk rate
emblem.

nIR UNITED INC

Id toovest.
woo. OM

faVV, 0,. 4, (0,'

15 330

BULK RATE
US POSTAGE

PAID
Company's Name
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Directions: Write the correct letter in the space provided. The answers may be used more
than once. Some questions may have more than one answer.

1. A letter and 20-page report
should be mailed in this
envelope.

2. A letter typed on 8"x11I/2"
stationery would be mailed in
this envelope.

3. Advel 'sing literature mailed to
300 cu.tomers

4. Monthly statements sent out by
a florist's shop

5. A purchase order

6. A 5"x 7" photograph

331
16

A. No. 10 envelope

B. manilla envelope

C. window envelope

D. No. 63/4 envelope

E. bulk rate envelope
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C. Steps for Sealing Envelopes and Attaching
First-Class Postage

1. Assemble equipment.

Moisteners Stamp Dispenser

2. Moisten the gummed edges of
the envelope flaps by passing
them over the moistener.

3. Press firmly to seal the
envelope.

CAUTION!
Be careful not to cut your
finger tips on the edge of
the envelope flap when
folding it.

Postal Scales

NOTE:
Envelopes may also be sealed
by mechanical devices called
envelope sealers which are
helpful when bulk mailing.

Postage Meter Postage Meter
Label
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4. If the pieces of mail weigh one
ounce or less, attach one stamp
to each piece, or pass the mail
through a postage meter which
will imprint the amount of
postage.

5. Weigh heavier pieces of mail
individually. Attach the proper
amount of postage, or reset the
postage meter for the correct
amount of postage.

6. If the item is too thick to go
through a postage meter, print
the amount of the postage on a
meter label. Attach it to the
piece of mail.

DO SKILL SHEET 2

AN0o4-7
1S,POSItg
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Outgoing Mail
Skill Sheet 2

Directions: After studying a postage scale and the postal chart shown here, circle the best
response for the practice problems below. (You will need postage scales to answer questions
1, 3, and 5.)

Problems:

1. What is the weight of a No. 10
envelope and five sheets of
paper?
a. not more than one ounce
b. between one and two ounces
c. not more than three ounces

2. What is the correct postage for
the envelope described and
its contents?
a. $0.22
b. $0.39
c. $0.56

3. What is the weight of a 9"x 12"
manila envelope and six sheets
of paper?
a. not more than one ounce
b. between one and two ounces
c. between two and three

ounces

First-Class Rates* for Pieces
Not Exceeding Ounces Indicated

1 ounce $0.22
2 ounces 0.39
3 ounces 0.56
4 ounces 0.73
5 ounces 0.90
6 ounces 1.07
7 ounces 1.24

4. What is the correct postage for
the envelope describe and its
contents?
a. $0.39
b. $0.56
c. $0.73

5. What is the weight of a 9"x 12"
manila envelope and 20 sheets
of paper?
a. not more than one ounce
b. between one and two ounces
c. between two and three
ounces
d. between three and four
ounces

6. What is the correct postage for
the envelope described and its
contents?
a. $0.22
b. $0.39
c. $0.56
d. $0.73

*The first ounce costs 22 cents. Each additional ounce costs 17 additional cents. For pieces
over 12 ounces, see postal brochures on First-Class Zone RLed (Priority) Mail rates.
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D. Steps for Speeding Mail through tie Post Office

1. Assemble equipment.

Rubber Bands ThirdClass Labels Postal Tray

To assemble First-Class Mail.. .

2. Sort envelopes according to size.

3. Keep metered mail separate
from mail with postage stamps.

4. Sort envelopes in Zip Code order.

NOTE: Although some
envelopes will have 9-digit zip
codes (63701-3486), consider
only the first five digits when
you are sorting for bulk
mailing.

Budget Accounting Company
Sm0 First Avenue
St. ',ouis, Mo. 63044

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

Robertson Manufacturing Company
345 East Madison Avenue
Maryville, Mo. 63701

335
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Supply Company
ter Street
, Mo. 63801

)st, Inc.
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To bundle Third-Class or Bulk Rate Mail (at least 200 pieces of mail)...

5. Sort the envelopes in Zip Code
order.

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

Budget Accounting Company
560 First Avenue

St. Louis, Mo. 63044

Robertson Manufacturing Company
345 East Madison Avenue
Maryville, Mo. 63701

6. Bundle together envelopes
addressed to the same 5-digit
Zip Code. There should be at
least 10 envelopes in the bundle.
However, a bundle should not be
more than 4 inches thick.

7. Place a "Red D" on the top
envelope.

3udget Account
560 First Aven
St. Louis, Mo.

Arrow Supply Company

12 Sutter Street
Conner, Mo. 63801

Company

3044

Robertsc

345 East

Maryvil3

Ianufacturing
idison Avenue

Mo. 63701

22
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8. Bundle together the remaining
envelopes with addresses that
have the same first 3 digits.

9. Place a "Green 3" on the top
envelope.

Budget Accoun
560 First Ave,
St. Louis, Mo

g Company

3044

Bailey
43 Nor
Maryvi

Clerical/Secretarial Supplementary Units
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vertising Agenc
Ninth Street
, Mo. 63701

2;75:We..-4=t7r.

0 .

10. Bundle together remaining
enveiopes with addresses that
are within the company's same
state

11. Place an "Orange S" on the top
envelope.

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

00

Trenton Office Supply
24 Bask. tlillow Street

Columbia, Mo. 65603

WI

Budget Accounting Company
560 First Avenue
St. Louts, Mo. 63044

r67.1"7-4--91t

Andrew Publishing Company
222 Main Street
Bakersfield, Mo. 64918

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

ns rft tEE

Financial Review
1022 Rangeline
Parker, Mo. 63904

23

iMatories

Avenue
o. 64076

337



13. Place a "Facing Slip" on the top
of this bundle.

Budget Accoun
560 First Ave
Et. Louis, Ho

g Company

3044

Clerical/Secretarial Supplementary Units
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Wes)
sloes

Daly Truck L
560 Truman
Cedar Grove,

evard

uislana 71804

7 7 .

:022:E
0 ;WO. c

14. Place bundles in Zip Code order
into a postal tray for delivery to
the post office.

NOTE: 5-digit mailings (red D)
are placed in front of the
tray, followed by 3-digit
bundles (green D), followed
by same state bundles
(orange S); the last bundle in
the tray will be for mixed
states.

338
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12. Bundle any remaining envelopes
with addresses that are outside
the company's same state.

Budget Accounting Company
560 First Avenue
St. Louis, Ho. 63044

I..V P.

ni'm 7

Conway Tailoring
91 Jefferson Avenue
Richmond, California 92563

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

7,r4"TC'gre-17;74:

" i02 2 1

Twin Oaks Towers
22 Evergreen Street
Lynwood, Oregon 91817

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044

r.:7?
MO :022:

E

Bishop Hauling
400 Olive Avenue
Salem, Oregon 91813

Budget Accounting Company
560 First Avenue
St. Louis, Mo. 63044 ZA:022,1!

ue

IWy Truck Lines
560 Truman Boulevard
Ceder Grove, Louisiana 71804

p1VR;1PPE7.-7X1
,Ut

:ic

StrAt
Oklahoma 74503
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E. Steps for Using a Zip Code Directory

A Zip Code Directory usually is divided into three major sections.

The introductory pages may include a Table of Contents, a List of Zip Code Maps, an
Introduction, an Index, and a List of Postal Rates.

The major portion of the directory is the listing of cities and Zip Codes.

Large cities are usually assigned more than one Zip Code. Information concerning a Zip
Code for a particular street address of a large city may be located in a Zip Code
Directory's appendix section.

To locate a particular Zip Code, follow these steps:

1. Find the index to states.

2. Find the state you need, for
example, the state of Indiana.
Write down the number of the
page given.

3. Turn to the page indicated. If
the city (post office) you need
should be Arlington, Indiana, look
down the alphabetical listing
until you find Arlington and its
Zip Code, 46104.

4. If the post office you need is
Anderson, you should turn to
the page indicated.

NATIONAL rIVE-DIGIT ZIP CODE AND

PO51 OFFICE D:RECTORY
STATE LISTING

STATE PAC/ STATE PACE

27 NEW HAMPSHIRE . 1'27
0 NEW JERSEY . . 1111

ARIZONA . 71 NEW MEXICO 1171

ARKANSAS..... 10$ NEW TORR. III/
CALIFORNIA.... Ill NORTH CAROUNA 1147
COLORADO . NORTH DAKOTA -- 1)11

1111 OKLAHOMA.
111$

1401DELAWARE.
- 117 OREOON 1111DISTRICT OF COLUMSIA

FLORIDA PENNSYLVANIA 101
OEOROIA.. 173 1$17

HAWAII, IN/
07 SOUTH CAROLINA . ,

e$ TENNESSE
t/77

INDIANA IN,
I0,Hi TEXAS

KANSAS_.. .

RENTLFAY

.,.»
70 MAIL

Y"

--
VERMONT

1101

III/
LOUISIANA
MAINE ..

M V IA*--,1ROIN
I)) VIROIN ISLANDS Iltl

Anto, Hendricks

ANDERSON, Madison, C

(SEE PAGE 698)

A S x

B S x

Chesterfield B x

Andrews, Huntington 46102

Angola, Steuben, G C 46103

Arcadia, Hamilton 46030

Arcola, Allen 46104

Argos, Marshall, C 46501

Arlington, Rd. 46104

Ashley, De Kalb 46705

Athens, Fulton 4691 .3

Atlanta, Hamilton
Attica, Fountain, G C
Atwood. &wink()

STATE LIST OF POST OFFICE

liP
Code ; Post dice and county

:31 i Clarks Hill, %prow,
MI Clarksville, S x

'lay City, Day, 11841

Jeffersonville_ , _17130

upoot, Ifosarsko 1210
tylon, Iterdeks__ 10118
u Cf,stk, Wow__ 17176
rmont, S z Indirapda... 16231

fiord, Bultsolcmew......-11226
int on, Veor.1:4. G C___.11812

Inerdale, Putnam. _46120
441 City, Csno.__ 17127

Colmont,
Coatesvillo, Hendricks 16121

4r ,012 Colburn, Waste.. 17931

.16112 Colfax, Mori _.46035
17220 Collegeville, B x Rensseur,..41978

MIL 1 Pm...LI. 14,

ZIP

Code Post office and wan

11930 Downtown, S
(Set Muncie)

Downtown, S x
(See Lafayette)

Downtown, S

(See Kokomo)

Dublin, Wayne

Dubois, Dubois

Bugger, SulLvan _
Dunkirk, ay. G C. .

Dunreith, Henry ....
Dupont, idle:sat
Dyer, Lake. C. .

Earlham, S Rdawd.
Earl Park, Berton

PM CPO
East Cedar Lake, CO

Bt

tit
6

27
340



5. If the company you are writing
to has a Post Office Box number
of 1109 and is located in
Anderson, Indiana, the Zip Code
for the company would be
46015.

ANDERSON IN

ANDERSON IN

POST OFFICE BOXES MAIN
OFFICE, STATIONS AND

BRANCHES

Ea
1-209

fix
Chest:trick!

br-,_ _46017
1.1320 B Si.._.t 46015
1571.198S A Sh...46014
2000-2792 Main

Office__ 46018

RURAL ROUTES

11 lettl I

POST OFFICES Wfl STRI

Travelers Rest, RR 8, Box
46011

Wets, 1808 E 8th a... 46012
*km, 2012 E 7th SL.. 46012

BUILDINGS

Mderza Bank 931
MeeiCan St___46016

Andirsol Fedefal Sri/1gs,
100

Pio
West 11th St........48016

Dtizens , 800 On
St_ _4606

iLlitemyai, 20 E Std SL-460116

kainistratim, 2401
Colurricts 46014

reef Claa... awl

Mies

Bess
Beth

Rd

2400.2499_____.
2500-2899__

&tfa

St, Eli:
Bittersweet Dr
Blackfoot

Blue Graz
Boulevard Way....-.......
Bonood Dr

Melody ln 46012
Melrose Ct & Dr 46011

1000-1899 4Q16
1900-5299 46014

WOO

School

6. If the company you are writing Memory In 46011 Pendleton Ave Seminok

to has a street address of 436
Meri Clan and is in Anderson,

Median Pt 16016
Meridian St

400-1699 46016

200499. 46011
500999 46014
1000-599 46011

5SekaS%11.1

Indiana, the Zip Code for the 1900-31739.._____. 46014 Porshing_ Dr. 46011 &lower

company would be 46016. 69006999........_. 46013
Michael ..........

Phillips Dr 46012
Rt 46014

Sheffield

Shellbarl

Michael St. 46013 ilicea 46011 Shepher
Mickliewri Dr 46011 Pick Ave. 4607 Stphen
Mill St. 46011 Pine St, E & 460112 Sheridan
Mill Stream tn. 46011 Pitt St 900.:
Millcnaek Or...... 46017 2100-3999 46014 1400
Miller Ave........_._.. .46016 4200-4690 46013 1900
Milton Ave Plantation Or 46013 6800
Mimosa tn. ......... Pleasant War 46013 Sherman

DO SKILL SHEET 3
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Outgoing Mail

Outgoing Mail
Skill Sheet 3

Directions: Locate the Zip Codes for the following addresses of branch offices of the Adams
Corporation.

1. Adams Corporation
79 Westerly Avenue
Bethel, ME

2. Adams Corporation
19 Adams Boulevard
Barker, TX

3. Adams Corporation
2702 Braemore Road
Columbia, MO

4. Adams Corporation
4710 Whitney Drive
Fayetteville, NC

342
29

5. Adams Corporation
147 North Main Street
Sioux Falls, SD

6. Adams Corporation
707 Market Street
St. Louis, MO

7. Adams Corporation
302 North Linn Street
Garden City, RI

8. Adams Corporation
270 East Parker Road
Sunnyside, WA
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Outgoing Mail

Outgoing Mail
Unit Review

Directions: Circle the letter showing the best answer for each question.

1 An invoice should NOT be mailed in this kind of envelope.
a. No. 10 envelope
b. manila envelope
c. window envelope
d. bulk rate envelope

2. Bulk mail is an example of:
a. First-Class Mail
b. Second-Class Mail
c. Third-Class Mail
d. Fourth-Class Mail

3. An enclosure notation is your clue for:
a. affixing extra postage
b. attaching enclosures to the correspondence
c. photocopying an extra copy

4. Use a zip code directory to find zip codes for the following cities.
a. Sweet Water, IL
b. Box Number 5001, Portland, ME
c. Hatton, VA

5. Correctly fold the letter on the next page and insert it into a No. 10 envelope.

6. Weigh a No. 10 envelope and four sheets of paper. Answer the following
questions.
a. What is the total weight in ounces?
b. How much First-Class Mail postage would be affixed to the envelope?

7. Draw a line from the name of the equipment to its correct picture.
a. meter label

b. mailing label

c. stamp dispenser

d. rubber stamp

e. moistener

31 343



Mountain Plains Chemicals, Inc.
334 Jefferson Street
Reeds Spring, MO 65737

August 22, 1986

Mrs. Jennifere Collins
123 Wendle Lane
Reed Springs, MO 65737

Dear Mrs. Collins:

Your request for a charge account at Mountain Plains Chemicals,
Inc. 2 is very much appreciated.

Your request is being reviewed. However, we need your help.
Please supply the following:

Application was incomplete.
indicated.

Application was incomplete.
as indicated.

Please supply the data

Please sign the application

Please provide the names and addresses of two references.

Your application will be processed as quickly is possible. In the
meantime, Mrs. Collins, you may be interested in our end-of-the-
month specials on supplies for your swimming pool. In addition,
bring this letter with you between the 25th and the 30th of this
month for a 10 percent discount.

Sincerely,

Carolyn Merrick
Customer Accounts

CM/cr

Note: Use this letter for question #5.
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Outgoing Mail

Performance Checklist
Student has successfully performed the following steps of procedure.

Outgoing Mail Tasks Yes No Comments

1. Identified and assembled equipment
2. Scanned outgoing mail for:

signatures
enclosure notations
mailing notations

3. Clipped enclosures to the correspondence
clipped small enclosures to front of correspondence
clipped other enclosures to back of correspondence

4. Chose an appropriate envelope
5. Typed sender's name and address on the envelope:

spaced down to line 2 of the envelope
spaced forward 3 spaces from left edge
typed sender's name and address in block style,
single space

6. Addressed a Number 10 envelope:
cleared all margins and tabs
set tab stop at 50 (elite) or 40 (pica)
spaced down to line 15
typed receiver's name and address in all capital letters
without punctuation

7. Addressed a Number 63/4 envelope:
cleared all margins and tabs
set tab stop at 25 (elite) or 20 (pica)
spaced down to line 13
typed receivers name and address in all capital letters
without punctuation

0. Addressed a manilla envelope:
prepared a mailing label
attached label to lower riht area of manilla envelope

9. Used Zip Code directory when needed
10. Labeled envelopes with mailing notations when needed
11. Folded correspondence for:

Number 10 envelope
Number 63A envelope
Window envelope

12. Sealed envelopes
13. Weighed envelopes

I 14. Affixed postage
15. Assembled FirstClass Mail:

sorted envelopes by size
spearatea metered mail from mail with postage stamps

16. Sorted postage by Zip Code
17. Bundled ThirdClass Mail:

bundled and labeled envelopes addressed to the same
5-digit Zip Code
bundled and labeled envelopes with addresses having
the same first 3 digits
bundled and labeled envelopes With addresses in the
sender's same state
bundled and labeled "Mixed States" envelopes
placed bundles in Zip Code order into a postal tray

Student Signature /Date

Satisfactory - Should Move 0
Repeat This Unit 0

Instructor Signature/Date
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Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

0 Decision Making and Organizing Work
Introduction

Knowing how to organize your work and make effective office decisions will increase
your productivity and help your office to run smoothly.

As a clerical/secretarial worker, you will have to make decisions which affect office
production and work flow. To help you make the best decision there are several factors
which you will want to consider before making that decision. This unit will help you to make
the proper decision, and to organize your daily office work.

Unit Objective
After completion of this unit, you should be able to apply decision making and time
management principles to solve office problems.

Specific Objectives
After completion of this unit, you should be able to:

1. Organize office work.

2. Use the five-step approach to make decisions.

3. Use the five-step approach to solve problems.

Are You Ready?
Check the statement which is true for you.
FIEMEINENiriiiffirr

Ei

I want to study the information
in this unit before doing the
Performance Checklist.

TURN TO NEXT PAGE
AND BEGIN

..=,

Li

I can do the above tasks and I
am ready to do the
Performance Checklist.

SEE YOUR INSTRUCTOR
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Decision Making and Organizing Work

A. Terms and Equipment Needed for Making Decisions and
Solving Problems

Terms
1. Daily schedule plan of when to do tasks which must be performed every day.

2. Prioritize put work tasks in order according to their importance.

3. Procedures manual a book that outlines procedures for filing, telephone
service, postal regulations, word processing, reprographics, etc.

4. Work flow office plan telling who handles which items or tasks.

Equipment

1

V

Rainey
COMPanY

Procedures
Manual

1986

.

Procedures Manual Desk Calendar

348
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Decisiorg Making and Organizing Work

B. Guidelines for Organizing Office Work

1. Study the company procedure
manual to become thoroughly
familiar with your company.

2. Be familiar with the work flow.

3. Organize your workspace IN
arranging only necessary
equipment (such as the
telephone) on your desk top.

Procedures Manual

Filing Procedures Continued 27

9. Prepare charge slips in duplicate

a. File the original in the tickler file
b. Place the copy in the

Procedures Manual

Mail Procedures

23. Mail is picked up from each building
by 4:00 p.m. and delivered
to the mail room for clerks

54
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4. Place frequently used supplies
on the desk top or in a top desk
drawer.

5. Plan your daily schedule.

6. Prioritize tasks by dividing them
into the following categories:

"Rush" items,

AIMIMIENNMI,

tr!

Oa lb.

Nlh

1.30
1.45
2.00
2:15
2:30
2.45

-37F-XP1 noteSS outloin, mai/
3.15

31tigite72,icioext//sors calendar
3:45
4.00 file
4:15
alpsfcalota_ eciplien area
4.45

"Please call John in Marketing
and double check this figure

as soon as possible."

35o
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Decision Making and Organizing Work

on-going projects and assignments,

daily items,

and "can wait" items.

"Remind me to work on the
Wilson project next week."



7. Set deadlines for completing
each task.

NOTE: Estimate the amount of
time it will take to complete
a task and multiply that
amount by 1.25.

"I can type this in 10 minutes;
13 minutes tops if the ribbon

needs changing."

0 0

8. Concentrate on one task until it is completed or until a logical stopping point is
reached.

Purchase Order

Purchase Order
hckuOteetlbeg. M0111111

vo

......""...'......'"."'"".....S..............44,

...........-`,...

Total: 65.00

Acct. No. 2401-11360

o

8



9. Work on difficult tasks early in
the day when your energy level
is higher.

10. Work on easier tasks when your
energy level is lower.

DO SKILL SHEET 1

Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

11 t

,-"" -

L'4.1.1 asap

OA, :Sb

./.. ....
Minutes
March 10

9
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Dec Lion Making and Organizing Work
Skill Sheet 1

Directions: Study this job description and daily calendar. Then answer the questions that
follow.

Job Description: You work in the technical services department of your corporate library.
Some of your responsibilites are as follows:

-process orders for books, films, and video tapes
Sometimes the requests for these items are notations in the margins of

.sales letters.
Sometimes the requests are just memo requests, and you have to check

publishers and prices.
You type purchase orders but must check with supervisor if the price

exceeds $100.
You get appropriate signatures for the purchase orders.

--process requests to preview films and video tapes
--send notices that the materials requested have been ordered
--send notices that the materials requested have arrived
--assign code numbers to new materials and enter the data in the computer
--select appropriate mai! service for returning previewed or damaged materials
--set up previewing sessions
--take appointment requests for video taping sessions
--schedule films and tapes for meetings

354
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You have planned your workday as illustrated by the sample calendar shown here.

Daily Calendar March 10

3012CheckdeskSBIendaLthrani&IiMelieit_
8.15
830 Make deliveries
3:45

9:15 Open incoming pail for toe department
9:30 Process nurchass requests
9.45

1000
10.15
143/13teak
10:45 Assign :ode numbers to new materials
11.00
11:15 ?repare notice to offices about new materials
11:30
11:45
12.00
12.15 Lunch
12:30
12.45

115 Make afternoon deliveries, if needed

1.45 Open incoming mail for the department
2:00 Process purchase requests
2.15
2:30
2A5

3:15 Break
3:30 Pro CeSS Outgoing mail
3.45
4:00 update Co:Muter list or do filing
4:15
4.30
4.45

Questions:
1. What tasks are performed by this person each day?

2. Which tasks require the most attention and energy?

355
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Decision Making and Organizing Work

C. Steps of Procedure for Making Decisions Using the Five-Step
Approach

Road the following situation and see how the Five-Step Approach can be applied to it.

Situation: You arrive at Building B Conference Room with a video tape. No one seems to
know anything about the tape. You cal! your department and find that you were supposed
to take the tape to Bui!ding D. The people there were getting worried about whether the
tape would arrive in time for their meeting and had called your boss about the delay.

1. Idenjfy the problem.

2. Identify the facts.

The tape needs to be delivered to
Building D as soon as possible.

.t...1"IL':

_/v77

An error has been made.
The video tape you have in hand is
the correct tape.



3. Identify alternative solutions.

Say nothing upon your return
to the office. Your boss will
think it it was your fault.

or

Apologize briefly upon your
return to the office and promise
that it will never happen again.

or

Double check your instructions
with your supervisor when you
get back to your desk.

or



O

Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

Call all offices to confirm their order
of materials for conference, before
starting out to make deliveries.

or

Complain loudly when you determine
that someone else made the
mistake.

4. Select the best solution.
(Think about what would probably
happen if you choose each
alternative.)

The best solution is . . .

358
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5. implement the solution.

DO SKILL SHEET 2

Tactfully help other offices and
co-workers in your own office to
understand that the whole
department benefits when messages
are accurate.

16
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Decision Making and Organizing Work

Decision Making and Organizing Work
Skill sheet 2

e

Directions: Reread the job description given on Skill Sheet 1. Solve the cases given below
using the Five-Step Approach.

Case A: You receive a telephone request for a video taping session this afternoon at 2.
The technician is attending a training seminar and will not be back until 3:30.

Problem.
Facts.

Alternatives.

Best Solution:
How the Solution Will Be

Implemented:

Case B: Your supervisor is away for two days for an out-of-town meeting. You receive a
"rush" request for a film which costs $185. Your supervisor must approve and sign
purchase orders over $100.

Problem:

Facts:
Alternatives.

Best Solution.
How the Solution Will Be

Implemented:

17
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Decision Making and Organizing Work

D. Guidelines for Problem Solving

The Five-Step Approach for decision making and problem solving was illustrated
in Section C. This section presents a different problem situation, and additional
tips are listed to help you in accomplishing each step.

Situation: Department X used Conference Room 22 for two hours last week
and this week. During their meeting last week, they viewed a 20-minute video
tape. This week they viewed a 15-minute video tape. Department Y was kept
waiting for ten minutes this week to use the same conference room.

1. Identify the problem have a
positive attitude.

"Department X just wanted to make
Department Y wail to use the room.''

"I wonder how I can help scheaule the
room more effectively."

361

19



2. Identify the facts avoid guessing by:

e gathering information,

Corporate
Floor
glans

I

recording, and

1

Confore-.ce Rooms

Level
Room

No.
Seating

Ca.acity Screen
Crounc 03 12 Yes

First 19 9 No
Third
Fourth 47 10 Yes

"...and Department Y
employs 6 people."

i

4h

January 15, 1987 Jant

8 DOA_ 11)91,5 --
10 tept. Y 3_1).. 10_
9 2 4 9

Ili 4 i___ 11_
12 5 12_

V

Letal tcY

124/212,pt i9:$___
1i0-15 2. hrs 1042- Ts: ht
11-10 27q 1a- 12- 17 2 h(5
1- 30 1 3J. hrs / -15 Vs. h r.
12-17 212 hri
1-1 .2 hrs

II-15 2 hrs

i

362 20

PERSONNELS

V

De Trrent Eni 10 fees

A LY

1 8 Z.__
$

S 9,
X /6
Y 6

,
(
,

,



analyzing data carefully.

3. Identify possible solutions.

Allow sufficient time for thinking
through a problem and for
considering different ways of
approaching a solution.

Include activity in problem
solving by:

forming a mental picture,

Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

I. There are .Fur conferrnc6 r, was. The,

I..,
I

.. al 0 ' 'i oorn 22.
i ,t .20 Ir. s.

1. 1 Most often -I-he conference room is
I ir °Mat -co,- +wo hours .Dep,Ariwtert-E. g

+kg- inotur;esf user of C.15n-rerertoz_
R nom aP-.

I

3. Thore arc -Five depprtvneritS ,

The.. larrfi .ope 'rs. 'A uo'.4-1,
It evii p (ogees.

"This problem isn't urgent so I have time
to come up with a go(...: solution."

To: Personnel
From: Corporate Library

ANNOUNCEMENT!

Conference Room 22 must be booked
one week in advance. Only one meeting
in the morning and one in the afternoon

can be scheduled.

0C3
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drawing a flowchart,

or by drawing a diagram.

Department
Calls

Write in
Date on

Calendar

Write in
Reminder Note

30 Minutes Ahead

Check
Calendar

Daily

Thirty Minutes
Before a Meeting,

Call to Ask
How Long Meeting

Will Last

Requests for
Conference Room 22

Department Name
Date of Meeting
Beginning Time Ending Time

How Many Persons
Will Audio Visuals be Needed? Y._ N
If Yes, Name of Tape or Film Requested.

Requested by
Approved

364
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. 4. Select the best solution.

Imagine the outcomes of
rnssible solutions.

Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

"Gee! That's
going to be a problem

for my department."

"Wow! Our meetings
only last about

one hour."

"I'll have to call you back.
I'm working on the report

for the meeting...

23
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Try out logical solutions to see if
they work.

Eliminate solutions that do not
seem to "fit" at this time.

5. Implement the solution.

DO SKILL SHEE',' 3

Department Name
Dery of Miming
Peoginabwr Tune Ending "use

Now Many Persons
WM Audio Visuals be Heeded? L.._ H-
UY'', Name of Tape or Me Rerruestect.

"Miss Jones, I've been trying out a
new form which helps me *-)

schedule the Conference Room.
I would like to tell you about it."

3136

24
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Decision Making and Organizing Work

Decision Making and Organizing Work
Skill Sheet 3

Directions: Read each case below and use the five-step approach to decide whether the
work requested is a "1," "2," "3," or "4" priority. Fill in the blanks to show the steps in making
these decisions.

CASE A: It is time to take inventory of the equipment in your
department. You must verify the location of 12 pieces of
equipment which appear on a computer list. The completed
inventory is due in 10 days.

Problem:

Facts:

Alternatives:

Best Solution:

Implement:
Priority:

CASE B: You return from afternoon break to find two notes cii your desk.
The video technician leaves a note that you are to call and
postpone a taping session scheduled for tomorrow morning. The
second note is from your boss. She needs a computer printout of
all the additions to the library since the beginning of the year.

Problem:

Facts.

Alternatives.

Best Solution:

Implement:

INPriority of Rescheduling the Taping Session:

Priority of Running the Computer Printout:

25



A.
B.
C.
D.
E.

Clerical/Secretarial Supplementary Units

Decision Making and Organizing Work

Decision Making and Organizing Work
Unit Review

1. List two suggestions for being organized.

a

b

2. List the categories for prioritizing tasks.

a

b.
c.
d.

3. List the five problem-solving steps.

a,

b.
c
a.
e

4. Using the job description from Information Sheet 1 decide if the
following tasks are 1, 2, 3, or 4 in priority. Assume today's date is May 14.

A

27

VACATION MIDDLE FOR THIC TiCHNICAL SERVICES MAIM=

June 1, 1986 - July 27, 1986

Period !MIME!

June 4 - Jun, 8 Cherri Miller

June 11 - June 21 Michael Dupree

June 18 - June 22 Susan Hutt

June 25 - June 29 Patrick Hurley

July 9 - July 13 Loretta Pence

July 16 - July 20 John Lopes

July 23 - July 27 Helen Marie Feeney
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1986 commies DESIGN COMMITTEE UNITED MAY CAMPAIGN MEETING

Friday, June 21

PROPOSED .tcaLIA

Item

I. Welcome and Introductions

2. Logistics announcements

3. Orientation and briefing

4. Report on exhibitor's meeting

5. Objectives of the 1980 Conference
Committee

6. Evaluation/reactions to the 1985
Conference and resulted recommen-
dations

7. Tour o' ronference facilities

S. Programming for 1987

Parson Responsible

Robert Train

Freed. ,urtensen

Tin Elsttel

Suzanne Gaffaney

Marie Hill

Louis Tatt

Norman earner

Michael Dupree

Do we know
what

white-collar
productivity

really is?

editorial
Swing Moe commas aim. f.+Nt II 001 atemotIM +Per as
roam OA 1.50004 .tee Colt ben! nnone. The vowing Co..
Cutest w Ova moot it reflected taw% number or urni.
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that wade ...Smoot prodoOno. 'Iv ?imbed a$ I. I0 meow.
ph401,1.4) I be al., has Wt NrCOM Toy'
altroboned 046111j.M pan ION 0. ..e.1,1 gatgyont at is orate
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ef 114tIOnol Affairs, Inc.
9401 Decoverly Rod
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CRA PO03X11044, 19C.
Division of Pc Cra..9111 filed
1550 tuclid Street
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1915 II Street. N.Y.
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COLLtY 01,1115
1111 N. Las Pateas Irene
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(2331 467-1101
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4660 ItarenS.000 Arm,
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250 Rt. Leman 9110.. Suite 419
PittsbirrCl. Penna. 15214

Lull) 343-5955/0119
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201 Part Avenue Sot.
he York, kw York 10017

(312) 473-3000

J. J. 60300550
900 Palm Avenue
South Pasalent. California 91030

(213) 9922353
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*Making Hunan Resources Prodattive'
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AI CPA Arnenean IntIllute of Certified PubOe ACCovnlant$

Nar Co:league:

As a CPA, you spend your early years working in an environment Nat stresses
technical excellence. tut as your responsibilities increase you are required
to do nee consulting; that weans wore reports. InterVIMS. and letters - more
direct coneunictting with your clients and colleagues.

Unfortunately. irony potentially successful CPAs hare not mastered the funCa-
rentals of effective Cormunication Retied for success.

lo hell; you iwon..re your corrunicatIon skills. the AICPA is offering an
exciting audiOcassettewortbook program called

Executive Writing, Speaking,
and Listening Skills, 2d id.

InIS ccarorthensive program will teach you to blend grinner. tone, and word usage
into effective reports. winos. proposals. and letters. You will learn to
listen Pore effectively and read faster. with bettor Dmprehension.

All of this iroortant inforimstion is clearly prey 4. Si. one-hour audio-
cassettfs so you can listen and learn at your COnvenienCe. This program also
includes a cOorthensive wortbcok cOntnining diarts. exhibits. questions. and
prt- and pottttsts to help gauge your CO0OrehenSIOn. Men you send in the
tests. Our instructors will grade them and send you the results.

This is an Important opportunity to become wore successful through Port skillful
corrunication. Polistod connunication shills will help you yet your Ideas
across. yet action or your proPOsals, and be rtrAge.fied as a capable consultant.

I urge you to send for Executive Writing, Speaking, and Llfteninp Skills 7J a CI
today.

Sincerely,

Rex I. Cruse. Jr.
Maiming Diro..or
Continuing Professional Education

a'ActizA,

P.S. we reccerend this progrew for Continuing Education Credit: 12 hours.
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Decision Making and Organizing Work

Decision Making arra! Organizing Work
Performance Checklist

Student has successfully performed the following steps of procedure.

Organized Office Work I Yes No Comments

1. Reviewed company procedure manual
2. Reviewed work flow
3. Oroanized work space
4. Planned daily schedule
5. Prioritized tasks
6. Set deadlines for tasks
7. Stayed on task
8. Completed difficult tasks early
9. Completed easier tasks at '-w energy level times

Used Decision Making Techniques Yes No Comments

1. Identified the roblem
2. Identified the facts
3. Identified alternative solutions
4. Selected best solution
5. Implermnted solution

Used Problem-Solving Techniques I Yes No Comments

1. Identified the problem
2. Gathered information
3. Recorded data
4. Analyzed data
5. Identified possible solutions
6. Tried logical solutions
7. Eliminated inappropriate solutions
8. Selected tl-1 best solution
9. Implement,:d best solution

Student Signature/Date

31

Sr Isfactory - Should Moe On 0
Repeat This Unit 0

lnstru-tor Signature/Date

371


